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CHAPTER I 
INTRODUCTION 
As the American economic system grows in size and complexity, the 
~erican businessman leans more and more heavily on machines for assist-
ance in planning, budgeting, and recording his business affairs. The 
mechanization and automation of business activities have contributed 
heavily to the unprecedented business expansion of the past two decades. 
Oddly enough, however, the machine has not yet begun to replace the 
individual in business. On the contrar,y, the demand for well-trained 
personnel in almost every area of business is growing with the years. 
This is especially true in the field of stenography. 
Despite the introduction into business of large numbers of machines, 
such as the stenographic recording machine, the dictating machine, and 
the photocopy machine, placement services report increasing demands for 
well-trained stenographers. Although it is conceivable that the time 
may ultimately come when all stenographers will be replaced by machines, 
the fact remains that for the present at least there is a pressing need 
for training large numbers of well-qualified individuals capable of per-
forming a variety of clerical and stenographic duties, not the least of 
which is that of recording and accurately transcribing the correspondence 
of modern business. 
The writer has been engaged in the activity of training stenographers 
for nearly twenty-five years. During this period numerous problems have 
been recognized some of which have been concerned with motor coordination, 
mathematical skills, reading ability, skill in the application of English 
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fundamentals, and attitude toward stenographic work. 
One of the most pressing problems has involved the punctuation of busi-
ness correspondence. The taSk of teaching stenographers how to apply the 
rules of punctuation to the writing of business letters is an overwhelming 
one. In addition, there appears to be a gap between the teaching of punctua-
tion in EngliSh classes and the application of the rules of punctuation by 
the student in the specialized area of stenography. Assistance in solving 
this problem would be beneficial to the whole educational process of steno-
graphic training. 
Statement of the Problem 
This stuqy of the application of the rules of punctuation in typical 
business correspondence had two major purposes. The first purpose was to 
determine through an analysis of the correspondence of representative busi-
ness establishments which of the many rules of punctuation were commonly 
being applied in modern business letter writing. The second purpose was to 
determine through the use of a punctuation test the degree of accuracy with 
which student stenographers could punctuate correspondence presented in 
written form for correction and in oral form for transcription. 
The first part of the stuqy was necessary to provide a basis for the 
selection of currently significant rules of punctuation to be included in 
the punctuation test required for the stuqy. The second part of the stuqy 
was undertaken to determine the extent to Which stenographic trainees could 
apply the principles of punctuation, learned in English classes, in the 
practical situation of stenographic training in transcription. 
The findings of both parts of the stuqy will be useful in the improve-
ment of instruction in transcription and in the further development of the 
stenographic curriculum. 
3 
Analysis of the Problera 
In accomplishing the major purposes of the investigation, it was 
possible to gain valuable information concerning the punctuation of modern 
business correspondence which could be applied by teachers of shorthand, 
typewriting, and transcription to the teaching of punctuation through the 
use of problem situations. The punctuation learned through this inductive 
process could then be applied qy the student in the transcription of 
shorthand dictation or machine dictation. The total problem was therefore 
resolved into several subordinate problems as follows: 
1. To determine, through a study of the correspondence of modern 
business firms, which of the many rules of punctuation are in 
common use today, together with their relative order of impor-
tance in terms of frequency of occurrence. 
2. To develop, on the basis of the data resulting from the study 
of business corre~ondence, a punctuation test which could be 
used to measure student learning of punctuation and to measure 
student performance in the practical application of the rules 
in transcription. 
3. To determine, through the administration of the test to high 
school seniors at the end of their formal stenographic training 
period, the extent of transfer of learned punctuation to the 
transcription situation. 
4. To analyze the information obtained from the study of corre-
spondence and from the testing program in order {a) to locate 
facts which could help teachers, writers of courses of stuqy, 
and authors of shorthand textbooks by giving better direction 
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to the punctuation phase of stenographic training; and (b) to 
determine whether or not student stenographers have learned more 
about punctuation in English courses and in other courses than 
the.y normally apply in the transcription of business correspond-
ence. 
The first problem involved the preparation of a list of the currently 
acceptable rules of punctuation which may be applied in business corre-
spondence. This list of rules was necessary to establish a '~orking 
vocabuJary" of punctuation and to provide the basis for preparing a check 
sheet for use in analyzing correspondence. An exhaustive list of punctua-
tion rules prepared in previous research and described later in this stuqy 
was used as a point of departure. It was brought up to date for use in 
the present study by comparison with a recent textbook in business communi-
cations. 
The check sheet prepared from the listing of punctuation rules was used 
in analyzing the business correspondence from the files of representative 
business establishments in eastern Massachusetts to determine the relative 
frequenc,y of use of punctuation rules in modern business letters. 
The second problem involved the preparation of a punctuation test of 
twelve 165-word letters. The twelve letters were arranged in two batteries 
of two forms each. The punctuation rules included in the test were those 
which the stuqy of business correspondence revealed to be most commonly 
emplqyed in business letter writing. 
The criterion of frequency of occurrence was used because the teaching 
experience of the writer has indicated that it is possible, in the limited 
training time that is available, to teach stenographers how to apply 
correctly only a comparative few of the many possible rules. Those rules 
which, though important in isolated instances, occurred infrequently in 
the business correspondence surve.yed were arbitrarilY eliminated from the 
test. 
Leslie,l in referring to the punctuation rules which he includes as 
"marginal reminders" for learning purposes in his shorthand text books, 
writes: 
The fewer than thirty items in the list of marginal reminders 
constitute the maximum that can be taught effectively in the 
limited time available. There are scores of additional points 
that might be added, but :roost of them occur so seldom that it 
is impossible to maintain automatization under school or office 
conditions. 
The third problem required refinement of the test and its adminis-
tration to stenographic trainees near the end of the stenographic train-
ing period in representative public high schools in eastern Massachusetts. 
The fourth problem involved the analysis and statistical treatment 
of test scores and other data obtained from the study and the preparation 
of statistical tables to permit the interpretation and utilization of 
the findings. 
Justification of the Study 
In the training of stenographers for initial positions, teaching the 
application of English fundamentals presents the greatest single problem. 
Leslie2 states: ''!'he most difficult pretranscription training is that in 
lLeslie, Louis A., Methods of Teachi~ Gregg Shorthand, McGraw-Hill 
Book Company, Inc., New York, I9>J, P• 232. 
2Ibid., P• 231. 
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the conventions of written English--punctuation, spelling, typing style, 
et cetera." 
Another statement by Lesliel further bears this out: 
The first requisite for the improvement of the teaching of 
transcription is a clear recognition that the principal 
problem in transcription is English, and more especially 
the conventions of written English ••• our best efforts 
to build transcription speed on mailable letters will be 
frustrated b,1 that lack of skill in the application of the 
conventions of written English. So little time is available 
in the transcription classes for English instruction--and 
the need is so great--that every second must be utilized in 
the most profitable way. 
The problems concerned with the teaching of the skills of shorthand 
and typewriting are real, but they are relatively minor compared with 
those problems concerned with the teaching of the application of English 
fundamentals. Of all the English fundamentals--spelling, capitalization, 
punctuation, and grammar--punctuation consumes by far the greatest amount 
of teaching-learning time and effort. Research indicates that the prob-
lems involved in the application of punctuation rules to transcription 
require approximately three-quarters of the total training time required 
by all the English fundamentals, and that punctuation errors often 
account for as high as 75 percent of all transcription errors made by 
stenographic students. 
Sardiga2 reported a nine-month stuqy involving 20,000 transcription 
papers of 157 students in 30 high schools and 7 colleges. In this report 
he states: ''Punctuation errors caused 77.17 percent of the total errors 
on the transcripts, most frequent errors being in the use of the comma, 
hyphen, apostrophe, and period." 
lLeslie, Louis A., Methods of Teaching Transcription, McGraw-Hill 
Book Company, Inc., New York, 19;'0, P• 13. 
2Sardiga, J. Bryce, English Errors Common to High School and Business 
College Students in 5ily Transcription, MaSter's Thesis, Hardiii-Simmons 
University, 1949, P• 9. 
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In his analysis of the transcripts of 1,070 pupils enrolled in the 
final transcription course in 34 high schools located in all sections of 
the country and varying in enrollment. from 500 or less to 1,500 or more, 
Wanousl found that, of all the errors made on the transcripts, English 
errors accounted for 55.16 percent. 
Williams2 studied 15,000 transcription papers of 250 students on 
the business college level and discovered that punctuation errors con-
stituted 78.22 percent of the total errors in the transcripts. 
From her teaching and research experience, Davis3 reported the fol-
lowing conclusion: 
Many studies of transcribed letters indicate that punctuation 
errors outrank in frequency of occurrence every other type of 
error; but no shorthand teacher needs scientific research to 
emphasize the fact that punctuation is an important problem 
in the teaching of transcription. 
Finally, Anderson4 states: 
The close agreement in the findings of the studies of tran-
scription errors which have been made in the past fifteen 
years seems to indicate that shorthand and transcription 
pupils in all sections of the country and in schools of both 
large and small enrollments tend to make similar errors. The 
investigators of the various studies generally agreed that 
the cause of errors in transcription was the inability of the 
pupils to apply punctuation, capitalization, spelling, and 
lwanous, s. J., '~he Implications of Research Related to the Teaching 
of Transcription," National Business Education Quarterly, May, 1949, p. 23. 
2wi11iams, Homer N., ~ Connnon Errors ~ English ~ El_ Business 
College Students ~ Daily Transcri~ion Work, Master's Thesis, Western 
Kentucky State Teachers College, 1 6, p~. 
3Davis, Elise, '~eaching Punctuation in Transcription," Business 
Education World, March, 1956, p. 27. 
4Anderson, Ruth Irene, 11An Analysis and Classification of Research 
in Shorthand and Transcription, " National Business Education Quarterly, 
October, 1947, P• 51. 
English usage to a practical situation in transcribing. An 
analysis of errors in transcription is of little if any value 
unless the results of the analysis are used as a basis for 
the improvement of instruction in shorthand and transcription.l 
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Anderson refers in the paragraph quoted above to the errors made in 
the application of English fundamentals in "a practical situation in 
transcribing.'' Most teachers of stenography will readily agree that the 
majority of students in transcription probably know more about English 
in general and punctuation in particular than they have learned to apply 
in the peculiar and complicated situation with which the,y are confronted 
when they transcribe. One of the major purposes of the present study' 
was to discover whether or not this hypothesis can be supported statis-
tically. 
Anderson further states that an error analysis in itself is of 
little value unless the results can be used to help improve teaching. 
The scope of the present study' was such as to permit interpretation of 
the findings to be useful in classroom teaching. 
Previous research in punctuation as it is applied to transcription 
has centered upon error analysis and seems to have been based upon the 
assumption that all punctuation rules are of equal importance in business 
correspondence. In his review of this classification of research, Rivlin2 
has made the following statement: 
However, these error counts have been found to be inadequate as 
a basis for selecting the course of study' in grammar. They 
have overemphasized trivial errors • • • moreover, error counts 
expose the weaknesses of past courses of study', but do not indi-
cate what a complete course of study should contain • • • such 
error counts are usually a mere tabulation of errors made by 
1~., P• 51. 
2Ri vlin, Thomas, ! Review of Error Analyses in Transcription, Master's 
Thesis, University of Southern California, 1951, p. 42. 
students in letters; they are made upon the ass~tion that 
frequenc.y of error indicates relative importance. 
The present study has taken, for the first time, the intennediate 
step that will help to bridge the gap between business and the class-
9 
room. The error analysis in this study was based upon a punctuation test 
which, in turn, was prepared from data revealed in a study of the use of 
punctuation in modern business correspondence. In this study, the 
assumption was made that the important rules of punctuation for training 
purposes are those rules which the stenographic trainee will most likely 
be required to apply in the process of transcribing for the business 
office. This study should, therefore, shed light on two significant 
phases of stenographic training. It will identif,y the most commonly used 
rules of punctuation for inclusion in future courses of study and in text-
books. It will indicate which of the commonly used rules of punctuation 
are subject to the greatest degree of error when applied in transcription 
by stenographic students. 
Teachers, administrators, authors, ani editors in the field of tran-
scription estimate that the problem of punctuation represents between 60 
and 80 percent of the total problem of refining stenographic skills to 
the point where the end product, the letter, is commercially acceptable 
or mailable. The majority believe, without any real statistical evidence 
to date, that the greatest part of the problem lies in a relatively small 
number of the many punctuation error possibilities. Louis Leslie, Charles 
Zoubek, and Robert Slaughter, authors and editors of the Gregg Publishing 
Division of the McGraw-Hill Book Company, estimate that about twenty-
eight punctuation rules represent the great majority of punctuation us~es 
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in modern business correspondence. They admit, however, that there is 
no statistical evidence as yet available to support their estimates, and 
they have expressed an interest in the present study as a possible basis 
for accurate selection of rules for inclusion in shorthand textbooks and 
courses of stuqy. 
Finally, the problem of punctuating business correspondence is a 
real one for beginning stenographers and experienced secretaries alike. 
It is not one that can wait for solution until the graduate has received 
on-the-job training. Studies of the duties of stenographers relating to 
the preparation of business correspondence reveal that punctuation is 
one of the responsibilities given almost universally to the stenographer. 
Wanousl reports the following conclusion, based on his doctoral study: 
115 transcribers in general business, professional, and public 
service offices were interviewed and the duties which each per-
formed recorded on a check list. One of the duties performed 
by ever,y one of the transcribers interviewed was that of punctua-
ting correctly. 
Green2 states: 
Research indicates that approximately 90 percent of all bosses 
dictate punctuation, mostly the period or paragraph. OnLY 
about 15 percent of the necessary punctuation is dictated, 
however, and 5 percent or more is incorrect. The secretary 
actually has to assume complete responsibility for correctness 
of punctuation. 
Interpretation of the data compiled in the present stuey will provide 
useful information for teachers and authors concerning the punctuation 
most commonly used in business letter writing today. It will provide a 
functional diagnostic punctuation test for administration to classes 
lwanous, loc. £!!?.• 
2Green, A. H., r'l'eaching the Extras in Transcription," Business 
Education Wbrld, January, 1957, p. 28. 
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about to begin stenographic training and a functional achievement test 
for administration to classes about to conclude training. Presented to 
a class at the beginning and again at the end of their formal training 
period, this test would provide a sound basis for judging the effective-
ness of the teaching of punctuation during the training period. The 
stuqy will focus the attention of teachers, Who are often defeated by 
the impossible task of trying to teach the application of more than 
one hundred rules of punctuation, on those rules Which are at the same 
time most commonly used in business and most commonly misused by steno-
graphic students. 
Delimitation of the Problem 
The problem involved in this study might be approached from several 
points of view. The viewpoint of the English teacher, that of the busi-
nessman, or that of the teacher of stenography represent three possible 
approaches. This stuqy will be confined primarily to the point of view 
of the teacher engaged in the training of stenographers. It will con-
cern itself with the major problem of bridging the gap between the 
theoretical instruction in the English class and the practical applica-
tion in the business office. 
Definition of the Terms 
To assist the reader in understanding the terminology used throughout 
this study, the following definitions, taken from the Dictionarz of 
Education,l are presented: 
lGood, Carter V., Editor, Dictionary of Education, McGraw-Hill l?ook 
Company, Inc., New York, 1959, 676 PP• -
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1. Acceptable Transcript. A letter transcript acceptable by the 
dictator for his signature and mailing. 
2. Mailable Letter. A typewritten letter that is suitable to send 
out, depending on the standards of the sender; a letter that 
would be satisfactor,y to the average businessman when judged 
for accurac.y of transcription, for neatness, and for accuraqy 
of typing. 
3. Machine Transcription. The act or process of reproducing in 
longhand or on the typewriter material that has been electrically 
recorded on 33 1/3 rpm or 78 rpm discs or the equivalent. 
4. Pretranscription Training. Special drill in the separate elements 
of shorthand, typewriting, and English that will later be needed 
to develop skill in transcription. 
5. Running Words. The total number of words in a passage, made up 
of the different words plus their repetitions. 
6. Stenographer. A person whose primar,y duty involves the use of 
stenography. 
7. stenography. As connnonly used, the process of writing in short-
hand and transcribing on the typewriter or in longhand. 
8. §yllabic Intensity. The ratio of the total number of syllables 
in a passage to the total number of words. 
9. Transcription. The act or process of reproducing in longhand 
or on the typewriter material taken from dictation in shorthand; 
the reproduction itself. 
In this study, the term "punctuation error" implies the omission by 
the stenographer of any mark of punctuation considered necessary in current 
practice, or the substitution therefor of an unacceptable punctuation mark. 
1.3 
Organization of the Stuqy 
In this chapter, the statement and nature of the problem have been 
presented. A review of the research related to the present study is 
presented in Chapter II. In Chapter III, the methods of collecting, 
tabulating, and preparing the data for analYsis and presentation are 
discussed. Chapter IV presents an analYsis and interpretation of the 
data gathered throughout the study. A summary of findings and the con-
clusions and reconnnendations are given in Chapter V. 
CHAPTER ll 
SUMMARY OF RELATED RESEARCH 
A review of research and current literature revealed comparatively 
few studies similar in nature to the present study. Numerous reports of' 
research in the area of' transcription error analysis were reviewed, but 
most of these investigations were based upon the transcripts completed 
under ordinar,y classroom conditions from dictation selected at random 
from shorthand textbooks. In only a very limited number of instances did 
the investigator make any effort to prepare materials for dictation and 
transcription on the basis of original research of current punctuation 
usage. 
The review of' related research dl.d, however, reveal a great deal of 
interesting and helpful information in several areas closely allied to 
the present study. The reports of research and current writings in the 
field of transcription and punctuation presented in this chapter have 
been classified as follows: 
1. Punctuation as a significant factor in transcription and in 
business letter writing 
2. Studies of' business practices and business correspondence 
3. Transcription error analYses 
4. Efforts to improve transcription punctuation 
5. A time study of' the shorthand-transcription process 
6. Related studies in punctuation 
First to be reviewed herein are those studies which have helped to 
isolate the problem of punctuating correspondence from the larger and 
more involved problem of transcribing correspondence. 
Punctuation as a Significant Factor in Transcription 
and in Business Letter Writing 
It is not difficult to convince al\fone who has eJq>erienced the 
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satisfaction of having written or read a clear, concise business letter 
of the important part which punctuation plays in the preparation of a 
letter. It is probably less clearly understood b.Y all concerned with 
business communications, however, that punctuating a business letter 
properly is one of the more serious problems involved in the complex job 
of transcription. 
The relationShip between punctuation and the grammatical construc-
tion of a letter is clearly indicated by Doris and Mil.lerl in the follow-
ing statement: 
The sole purpose of punctuation is to make the structure and 
meaning of the written word clear to the reader. Punctuation 
in moderation adds emphasis and strength to the writer's words, 
but it is not a panacea for a poorly constructed sentence. 
Sentences that are difficult to punctuate or that require the 
use of a great many commas are usually weak and should be 
expressed differently. 
Understanding the important role that punctuation plays in business 
letter writing is relatively easy. It is not as easy to understand the 
problem faced by the stenographer in her attempt to apPly to transcrip-
tion whatever knowledge of English grammar and punctuation she may 
possess. On this subject, Wanous and Whitmore2 comment as follows: 
Too little consideration is given to a knowiedge of grammar 
and punctuation as a factor affecting transcription skill. 
The efficient stenographer does not transcribe verbatim. what 
is dictated • • • interruptions (in dictation) may result in 
lDoris, Lillian, and Miller, Besse May, Co;lete Secretary's ~ 
book, Prentice-Hall, Inc., New York, 1951, p. 2 • 
2wanous, s. J., and Whitmore, Irol v., ~ffective Transcription 
Procedures, n Monograph 21., South-Western PubliShing Company, Cincinnati, 
1942, P• 10. 
a change of construction in the middle of a sentence or in an 
incomplete sentence. There are maey minor grananatical errors 
that a dictator may make, such as the use of the wrong case 
with a gerund. Minor errors should be corrected by the 
stenographer without questioning the dictator.l 
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This statement implies that the task of punctuating transcription 
and making the business letter meaningful is more otten than not left 
with the stenographer. This is a task that must be solved by the stenog-
rapher under the pressure of limited available time, for the transcrip-
tion process is generally one that is accomplished in ter.ms of a mailing 
deadline. Stewart2 makes this point clear when she writes: 
Business English is different from English, for business English 
consists of the fundamentals practiced to the skill level. 
Skill in the ability to apply the rules of punctuation quickly 
and under the pressure of time is necessary in the process of 
transcribing mailable letters from shorthand notes. 
The complexity of the problem which confronts the stenographer when 
called upon to punctuate while transcribing may be all the more apprecia-
ted upon consideration of some of the many other factors involved in 
transcribing. A good description of the complicated process of tran•,. 
I!Cription is provided by Wanous and Whitmore: 3 
Let us come to the understanding that in learning to transcribe 
the student is required to adjust himself to a complex situa-
tion. Reading the shorthand, getting the thought of the entire 
dictation, typing, spelling, punctuating, capitalizing, editing, 
consulting references, proofreading, arranging the material, and 
handling stationery forms--these activities, and several more 
which are carried on more or less simultaneously, make up the 
transcription process. The task of co-ordinating these activi-
ties into real transcription ability and of using this ability 
wisely in a variety of job situations calls for expert training. 
lwanous and Whitmore, loc. cit. 
--
2stewart, Marie M., "English Is English, Is It?," Business Teacher, 
vol. 31, April, 1954, p. 32 • 
.3wanous and Whitmore, ~· ill_., P• 6. 
Another effective description of the complex process of transcrip-
tion is provided b,y Potter:l 
Transcription is a delicately balanced combination of physical 
and intellectual skills. The fine distinctions in the use of 
words and English mechanics to reproduce the expression of 
intended thought and the physical and mental coordination 
required in shorthand and typing mesh together to form a highly 
complex performance. 
To complete the analysis of the highly complicated transcription 
skill, Halbersleben•s2 description is worthy of note: 
Other factors in transcription are spelling, syllabication, 
adequate vocabulary, and correct punctuation. As she types, 
the stenographer must choose the appropriate word to give the 
dictator's meaning, possibly even revamp the dictated material 
so it says what the dictator intended to say. In case the 
dictator has made an error in the tense of a verb or in the 
agreement of noun and verb, she must correct it. As she types, 
the stenographer must spell and know if and where a word should 
be divided at the end of the line. The stenographer's duties 
do not end with this. The letter or article must be punctuated, 
the periods, commas, semicolons, apostrophes, and quotation 
marks must be in their correct places. 
While it is obvious to the teacher concerned with the training of 
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employable stenographers that skill in the application of the many rules 
of punctuation is just one of a formidable array of skills which must be 
developed and integrated to assure transcription ability, it is equally 
obvious that the ability to punctuate transcription accurately is neither 
brought to the transcription class from the English class by the average 
student nor easily developed once the student is enrolled in transcription 
training. 
In view of the fact that the complexity of transcription and its 
component skills has been so long and so widely recognized by business 
lpotter, Thelma M., "Shorthand, 11 The United Business Education Forum, 
vol. 1, May, 1947, P• 9. - -
2rlalbersleben, Helen, "Begin Transcription When You Begin Shorthand, tt 
The Journal of Business Education, vol. 23, September, 1947, p. 13. 
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teachers and researchers, it is surprising that so few research studies 
in the past twenty years have turned to business for data which might 
help to s:llnplify the stenographic training program and make it more 
meaningful. A few studies of this nature have been conducted. Some of 
the more interesting and pertinent of these studies are reviewed in the 
following paragraphs. 
Studies of Business Practices and Business Correspondence 
One of the more interesting studies of business correspondence was 
conducted by Hansenl in 1949. She approached the problem of analysis of 
business correspondence from a point of view somewhat different from 
that of other researchers. She studied the incoming correspondence of a 
number of ~oria, Kansas, business houses, reviewing a total of 1, 765 
letters originating in forty-two different states. This interesting 
variation of the customary procedure of analyzing the carbon copies of 
outgoing letters assured Hansen of a fairly representative sampling from 
the country as a whole. 
One of Hansen• s objectives in making the study was to determine the 
percentage of accurate letters as compared with the percentage of letters 
containing one or more errors in English, including punctuation. Of the 
1,765 letters analyzed, 326 were considered to be correct in terms of 
English usage and 1,439 contained one or more errors in English. 2 Since 
~ansen, Ethel D>ra, An,. of the !lost Common English and 
Punctuation Errors Which Alre Made Professioiii! Stenographers and 
Secretaries in the Transcr-r;ptron-o Business Letters, Master's Thesis, 
Kansas StateTe'&chers College ot l!)oporia, 1949, 52 pp. 
2Ibi d. ' p. 17. 
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these letters were transcribed b,y stenographers and secretaries in service 
throughout the country, the large percentage of inaccurate letters, almost 
80 percent of the total number reviewed, indicates the universality of 
the need for greater attention to conuno~ used English fundamentals dur-
ing the stenographic training period. 
Hansen's second objective was to determine the relative frequency 
of errors in English other than punctuation and errors in punctuation 
compared with total English errors in the letters analyzed. She discovered 
a total of 2,674 EngliSh errors in the 1,765 letters. Of this total, 
11 404 errors, or 52 percent, were errors in punctuation.l The inaccurate 
use of just nine different rules of punctuation accounted for approximately 
95 percent of all errors in punctuation.2 
An informal classroom stuqy conducted by Clear,y3 developed as the 
result of his request to business firms for model letters to use for dis-
play purposes. A review of the many letters which Cleary and his class 
received revealed few which were worthy of posting. The letters were used, 
instead, for error analysis. This analysis was accomplished b,y the class 
under Cleary's direction. The class noted that the majority of the errors 
occurred in the Shorter letters, and that punctuation errors occurred more 
frequently than other kinds of errors. 
While this kind of informal classroom study cannot be classified as 
research, it is of direct value to the class involved and of indirect 
value to business education in general. From such simple studies come 
libid., P• 20. 
2Ibid., p. 29. 
3cleary, Joseph B., 'We Analyzed the Mailable (?) Letter," ~ ~­
!!!! 2! Business Education, wl. 34, January, 1959, PP• 165-167. 
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important, UP-to-date facts concerning preferred letter styles in local 
business establishments, a greater respect for the use of reference 
books in transcribing, and an increased understanding of the importance 
of accurate proofreading. Of special interest in Cleary's stuey was the 
fact that his letters were apparently hand-picked by the business firms 
involved as examples of their best letters. 
Wanous and Whitmore! referred to standards of letter mailability in 
the following: 
When is a letter mailable? The best answer to this question 
comes from the businessmen themselves. Their standards require 
that transcriptions of letters should follow the dictation 
closely, that letters should be centered reasonably well, and 
that letters Should contain no errors in spelling, punctuation, 
capitalization, or hyphenation. 
It has alreaqy been stated that when these standards are applied 
to student transcripts, less than half' of' the letters can be 
classified as mailable. There is a corollary to this story that 
should make teachers stop and wonder. When letters that have 
actually been sent through the mails are subjected to these same 
standards, their mailability ratings are little better than are 
the student transcripts. Incredible as it may seem, close to 50 
percent of the letters going through the mails are not mailable 
when they are rated by the businesSJUn 1 s own standards. 
Reports like the foregoing are significant for this stuey in their 
implication that the businessman often looks in vain for a stenographer 
who will transcribe his correspondence in a marmer befitting this highly 
important form of conmru.nication. They point out the need for closer 
relationships between business and the classroom, mre research leading 
to an interpretation of the needs of business, and better direction of 
classroom learning for those students who are being trained for business. 
Businessmen are concerned about the quality of stenographers availa-
ble for employment. A survey of office duties and employers' evaluations 
lwanous and Whitmore, ~· ~., p. 6. 
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of office employees in Pekin, illinois, by Strauchl is but one of man;y-
studies which bear out this fact. Strauch reports that the employers 
interviewed in her stuqy consider stenographers especially weak in the 
skills involving business terms, punctuation, and printed business forms. 
Hughes2 made an investigation of the adequacy of business English 
instruction in selected high schools of New York State and points to the 
serious shortage of young stenographers well trained for the requirements 
of business. Hughes states: 1"l'he businessman is dismayed by the lack 
of knowledge of English shown by his office workers, and he says some-
thing MUST be done about it. tt.3 
Working in a somewhat different direction in the same area, Balsley4 
conducted a research stuqy comparable to that conducted as a first step 
in the present stuqy. In partial fulfillment of the requirements for a 
doctorate degree at Indiana University, she studied transcription prac-
tices, such as the use of materials, letter and punctuation styles, and 
opening and closing lines, in 332 business firms. 
Although Ba1sle.11 s study did not attempt to determine the relative 
frequeney of use of punctuation rules and therefore offered little in the 
way of support to the present stud;y, one of the findings is of particular 
lstrauch, Juliabel, "A Survey of the Office Duties and the Employers' 
Evaluations of Office Employees in Thirty-two Business Offices in the 
Pekin, IDinois, Employment Area, 11 Review of Business Education, vol. 47, 
August, 1949, P• 49. -
2Hughes, Mildred Owens, A Survey of the Adetuacy With Which Secondary 
Schools !£:! ~ :flish NeedS ofBUSiness Educa ion Stiidints Determined §i Businessmen, Et! ish Teachers, and Office Workers, Master Is Thesis, 
Syracuse Uni versi y, 1948, 95 PP• 
3~, P• 87. 
4Balsley, Irol Whitmore,'~urrent Transcription Practices in Business 
Firms," Monograph ~' South-Western Publishing Company, Cincinnati, 1954, 
66 pp. 
interest. A total of eleven different punctuation styles was reported 
b.r the 332 firms. The mixed style of punctuation, employing a colon 
following the salutation and a comma following the complimentary close, 
with oo punctuation marks following other opening and closing lines of 
the letter, was used by 274, or 83 percent, of the firms studied.l This 
fact indicates that the close style of punctuation, with punctua.tion 
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marks following each of the opening and closing lines, is almost obsolete. 
It also indicates that the trend toward elimination of the colon follow-
ing the salutation and the comma following the complimentary close, or 
the elimination of the salutation and the complimentary close entirely 
as suggested by the National Office Management Association in their Sim-
plified Letter, has barely begun. 
Three studies reviewed were of special interest to the writer because 
of their close relationship to the present stuqy. The earliest of these 
three studies was undertaken by Ruhlen and Pressey2 in 1924. They described 
the need for the analysis of correspondence and similar material in the 
following words: 
A general determination of the larger fact regarding current 
usage seemed highly desirable for guidance in effort at improve-
ment of the teaching of punctuation in the public schools • • • 
Any systematic effort at the improvement of instruction in the 
matter would seem, very na_turally, to begin with an investiga-
tion as to which usages, in punctuation, it is most important 
that a pupil should learn. And frequency of occurrence would 
seem a reasonably satisfactory measure of the importance of the 
usage.3 
1 Ibid., P• 12. 
2Ruhlen, Helen, and Pressey, s. L., ·~ Statistical Study of Current 
Usage in Punctuation, 11 English Journal, vol. 13, May, 1924, pp. 325-331. 
3rbid., p. 330. 
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Ruhlen and Pressey studied the use of punctuation in a total of 100 
business letters and in one issue each of a number of magazines and 
newspapers, such as World's Work and the New York Times. Every tenth 
page of the magazines and the front page of each of the newspapers were 
reviewed. A total of 38,638 running words of business correspondence 
and literary material was involved. 
Punctuation uses were classified as a result of studying a number of 
handbooks in English composition. The total number of cases for each 
punctuation use was determined by classification of letters, newspapers, 
and magazines, and the results for each classification expressed in terms 
of the number of cases of that usage per 10,000 words. This early study 
was concerned not only with the comparative frequency with which the 
various marks of punctuation were used but also with the adequacy with 
which punctuation rules formulated the usage of each mark. 
Ruhlen and Pressey considered, as a conclusion of their study, that 
twenty-one punctuation rules could be classified as 1tminimum essentials. nl 
Twenty-five years later, Summe,y2 engaged in a study of basic sentence 
patterns and punctuation used qy representative periodicals and representa-
tive writers during the year 1947. He analyzed publications such as 
Fortune, ~ Saturday Evening Post, and The Christian Science Monitor. 
Among the writers used for his study were John Fischer, Walter Lippmann, 
and Stuart Chase. He did not include in his review any business corre-
spondence. The purpose of his study was as follows: 
libid., P• 331. 
2summey, George, Jr., American Punctuation, The Ronald Press Company, 
New York, 1949, 182 PP• 
••• to give some quantitative infomation about (1) the 
frequency of structural marks per sentence and the relative 
frequencies of the various marks, (2) the relative frequen-
cies of the basic sentence types, (3) relative frequencies 
of various kinds of sentence beginnings, (4) varieties of 
practice in the use or omission of commas after adverbial 
or adverbial-connective sentence openers, and (.5) the grouP-
ing of sentence members in compound sentences.l 
24 
Summey's research is mentioned in this study merely to report the 
fact that the problem of punctuation is well recognized even in the 
literar,y field. Since the findings, bearing upon the average number 
of structural marks per sentence, the relative frequency of use of the 
various types of sentences, and the like, are not comparable to those 
sought in the present study, they will not be reviewed here. 
The latest of the three studies is the one most closely related to 
the present stucJ.y. It was done by Robinson, 2 and was made for the pur-
pose of determining the bases for a successful remedial program in 
teaching the punctuation of shorthand transcripts and for the purpose 
of constructing such a program. Robinson describes the nature of the 
data assembled for study and interpretation as follows: 
Such data were ••• collected as would represent samplings 
of the teaching preferences for punctuating, teaching materi-
als provided in textbooks for dictation, and practices in 
the use of punctuation as represented ~ business correspond-
ence.3 
The first step of her study involved a review of ten representative 
textbooks as a basis for sampling teaching preferences in punctuating. 
1~., p. 1.57. 
2Robinson, Doreen Gale, The Construction of an Int~rated Remedial 
Profram for~!!: Teachijj ShOrthand Transcription, Ma er 1s Thesis, 
Bos on UniversJ.ty, 1953, 1 9 PP• 
3~, ,. 62. 
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Five of these textbooks were related to the principles of composition 
and five were related to the principles of business writing. The second 
step was an analysis of the punctuation used in business letters selected 
.from ten dictation textbooks used by teachers in training stenographers. 
In the third step, letters used in business office correspondence were 
analyzed on the same basis as were the textbook letters. 
Robinson analyzed correspondence in ten different offices in the 
Boston-Providence area. She analyzed a total of 69,910 running words of 
correspondence. She then proceeded to compare the relative frequency of 
punctuation usages in textbooks with the relative frequency of punctuation 
usages in business correspondence. Some ver.y interesting and helpful 
facts were revealed in this process, indicating which of the punctuation 
rules were used to a greater extent in textbooks than they were used in 
business correspondence, which were used to a greater extent in business 
correspondence than in textbooks, and which were used to approximately 
the same extent in both textbooks and business correspondence. For the 
use of any teacher concerned with the teaching of punctuation in trarl"s-
cription, this information is of great value. 
As a matter of interest to the present study, however, Robinson's 
conclusion that, on the basis of usage in office correspondence of the 
marks of internal punctuation, thirty-five punctuation rules should be 
taught for transcription is most significant. It is important, in the 
interest of more effective stenographic training, that every shred of 
evidence which will help to give direction to the teaching of punctuation 
be utilized b,y teachers and textbook w.riters. 
While relatively few studies of business correspondence have been 
made in the past two decades, numerous studies involving the analysis of 
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errors made b.1 students in transcription training have been conducted. 
Reference was made to some of these studies in Chapter I. Some of the 
more significant and interesting features of other studies of this kind 
are presented in the following pages. 
Transc ·ption Error Analyses 
In 195'4, tee composed of members of the United Business 
Education Association, the ational Association of Business Teacher Train-
ing Institutions, and Delta Pi Epsilon Fraternity conducted a review of 
research in the field of sh rthand and transcription.l While their find-
ings were not the result ofi original research, they are of interest in 
the present study. The confittee discovered from their review of research 
'· 
that, among the many points! of interest to teachers, one fact was out-
standing: Errors in punctu~tion occurred more of'ten than any other error 
in transcription. The co ttee reached the obvious conclusion that the 
basic difficulty was the la k of ability on the part of students to apply 
the rules of punctuation to transcription. They recommended that greater 
emphasis be placed on the traching of basic grammar, and that grammar in 
general, and punctuation i~ particular, be integrated in teaching with 
the skills of shorthand and typewriting.2 
A somewhat earlier re · ew of research by Anderson.3 includes an 
analysis and classificatio of most of the research studies in shorthand 
lJoint Committee Report, UBFA, NABTTI, and DPE, "What We Koow About 
Shorthand and Transcription--Fran Research," Business Education Forum, 
vol. 8, January, 1954, pp. 23-25. -
2!bid., P• 25. 
3Anderson, Ruth Irene, An Analysis and Classification of Research 
in Shorthand and Transcription, Unpublished Doctoral Dissertation, Indiana 
Uhiversity, 1946, 483 PP• 
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and transcription completed in the United states prior to Januar,y, 1946. 
Twenty-seven studies, or 9.06 percent of all the reports analyzed b,y 
Anderson, were studies of the errors found in student transcripts. Her 
summarization of findings included the following points: 
There was general agreement in the findings among the various 
investigators that the frequency of errors in transcription 
occurs in the following order: errors in punctuation, typing, 
grammar, spelling, capitalization, substitution of words, 
omission of words, arrangement of letters and mechanical 
details, and s.yllabication. 
The investigators of the various studies generally agreed that 
the cause of errors in transcription was the inability of the 
pupils to apply punctuation, capitalization, spelling, and 
English usage to a practical situation when transcribing. Con-
sequently, they recommended that greater emphasis should be 
placed on the application and use of the basic principles of 
grammar and English in the teaching of shorthand and transcriP-
tion.l 
In a later magazine article based on her doctoral study, Anderson2 
reported that, of all errors committed b,y students in the transcripts 
involved in the studies, 33 percent were English errors; and of these 
English errors, slightly more than 58 percent were punctuation errors. 
An interesting study involving error analyzing was made by Byrne3 
in one of the Boston public schools, a post-high school. Byrne selected 
at random from the completed transcription assignments of several of the 
school transcription classes 1,060 letters which had been graded b,y the 
instructors as not mailable according to the standards of the school in 
1~., P• 374. 
2Anderson, Ruth rrene, "The Errors They Make in Transcription," 
Business Education~' vol. 29, June, 1949, PP• 6o8-609. 
3Byrne, Gertrude Barbara, !_ CoJ!!?arative Analifiis of~ Errors~ 
in 530 Letters Transcribed from Gregg Shorthand,Diversary Edition, 
and in 536 Letters Transcrioedlfrom Gregg Shorthand Simplified, Master's 
TE.esis, 130stOn University, 1951;-;o PP• 
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which the study was made. Of these 1,060 letters, 530 had been tran-
scribed in classes which had learned Gregg Shorthand Simplified, 1949 
Edition, and 530 had been transcribed in classes which had learned Gregg 
Anniversary Shorthand, 1929 Edition. The letters were checked for errors, 
and the errors were classified, summarized, and recorded on tally sheets. 
Byrne's purpose in making this investigation was twofold: She wished 
to compare the unmailable letters transcribed from the shorthand of the 
two different editions of Gregg Shorthand, and she wished to determine 
which phases of transcription work in her school were in the greatest 
need of improvement. 
The finding in Byrne's study concerning errors in punctuation is 
worthy of note because it differs rather radically from most of the other 
error analyses reviewed. She found that approximately 3 percent of all 
errors made by both groups were punctuation errors.l She points out, 
however, that the study was made in a post-high school with more mature 
students than those enrolled in high schools. Furthermore, in the English 
course in her school, planned, intensive practice in the application of 
punctuation is continuously provided. There is no questioning the fact 
that intensive, intelligently planned and guided practice in the a.pplica-
tion of punctuation in transcription is one of the means by which most of 
the errors made by students in transcription may be eliminated. This 
point will be elaborated upon later in this chapter. 
Yingling2 analyzed 1,560 letters transcribed by high school students. 
His stuqy is practically unique in that he discovered that errors in 
libid., P• 29. 
2Yingling, Paul A., An Analy-sis of the Errors Made in 11 560 Tran-
scription Letters, Master's Thesis, Penns.ylvania State College, 1~ 
47 PP• 
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typewriting were more numerous than any other type of error. More than 
4,000 of a total of approximate~ ll,ooo, or about 38 percent, were 
typewriting errors. Since this transcription error stuqy was made in 
1941, it is possible to speculate that improved methods of teaching 
typewriting, developed since that time, account for the decreasing 
relative importance of typewriting errors noted in more recent error 
ana~ses. 
Punctuation errors ranked next to typewriting errors in volume in 
Yingling's study. Slightly more than 21 percent of all the errors made 
were made in punctuation. Other English errors were found to represent 
an additional 20 percent of the total errors.l 
Many of the transcription error studies which have been undertaken 
in the past fifteen years have, unfortunately, been but isolated analyses 
of student transcripts. They have pointed up kinds of errors made, but 
have failed either to recommend teaching procedures required to overcome 
student weaknesses or to delimit the instructional objectives in terms 
of the current requirements of business. A few studies, however, have 
gone beyond error analysis into the area of remedial instruction. Sev-
eral of these studies are reviewed in the following pages. 
Efforts to Improve Transcription Punctuation 
Of all the studies reviewed which involved controlled teaching of 
the application of punctuation to transcription, one of the most inter-
esting and pertinent from the point of view of the present study was the 
1~., P• 40. 
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research undertaken by Hart.l Her stuqy was conducted at Oak Ridge High 
School in Tennessee. Oak Ridge had a population at the time of the study 
of about 32,000 and the high school enrollment was approximately 1, 700. 
Participating in the Hart study were five groups of beginning shorthand 
students, grouped according to intelligence. 
Seventeen punctuation rules were considered in the study. These 
rules were selected for use from the marginal punctuation reminders 
scattered throughout the Gregg Shorthand textbooks. Hart 1 s investigation 
involved three steps: (1) administration of a pre-teaching punctuation 
test; (2) concentrated teaching of the application of selected punctua-
tion rules; and (3) administration of a post-teaching punctuation test. 
All three steps involved the seventeen punctuation rules selected for use 
in the study. 
The same test was used for pre-teaching testing and for post-teaching 
testing. The test was made up of two parts. One part consisted of three 
typewritten letters presented to the students for the filling in of cor-
rect punctuation. The other part consisted of nine short letters which 
were presented to the students in the form of shorthand plate for long-
hand transcription and punctuation. All letters were selected from Gregg 
shorthand texts and were reviewed and revised to a certain extent by Hart. 
As might be expected, all groups of beginning shorthand students, 
regardless of mental ability, made higher scores on the post-teaching 
tests than they made on the p:-e -teaching tests. This would naturally 
lHart, Charlene Crouch, ! Stugy to Evaluate ~ Effectiveness 21 
Teaching Selected Punctuation Usages ~ Be~nni~ Shorthand Classes, 
Master's Thesis, University of Tennessee, 1 55, 39 PP• 
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result from planned, intensive teaching of the application of punctuation 
rules. A more interesting and important finding of Hart's study was the 
fact that little difference was apparent among the five groups in their 
ability to punctuate typewritten material and to punctuate material which 
they transcribed from shorthand plate in the post-teaching tests. Hart's 
conclusion, based on this finding, was as follows: "Once a student knows 
how to apply punctuation correctly, he can apply it almost equally well 
in material in transcription or in typewritten copy.•il 
In the interpretation of this conclusion, it is important to note 
that this ability of students to punctuate equally well in a paper-and-
pencil test and in a transcription test was the result of planned, intel-
ligent training in the application of punctuation rules in transcription. 
Further, it is important to note that the transcription involved in the 
testing was transcription in longhand from shorthand plate. One might 
question whether the same conclusion would be reached if the transcription 
were completed at the typewriter from dictated material. Since Hart was 
using first-year shorthand students, she could not, of course, employ the 
latter testing technique. She recognized the difference in making the 
following reconunendation: "As the ultimate aim of shorthand training is 
typewritten transcription, a study similar to this might be made invol v-
ing typewritten transcription instead of longhand transcription. "2 
A report of classroom practice by Little3 is worthy of note. She 
recognized the importance of English in transcription when she stated: 
llli!!•, P• 69. 
2~., P• 70. 
3Little, Orrel E., "Minilllum Mechanics for Transcription," Journal of 
Business Education, vol. 18, Februar,r, 1943, pp. 21-22. 
Since learning the rules in English class is only the begin-
ning of a student 1 s knowledge of English mechanics, the 
transcription teacher must also be an English teacher. Only 
the extraordinary studerrli will be careful about his English 
unless he knows he will be checked for it. 
The shorthand teacher should familiarize herself with the 
English text and requirements in her school. If she will 
locate in the English text the discussions of errors known to 
be of high frequenc,r and refer to particular pages for expla-
nations and comparisons with transcription errors, students 
will more quiCkly see the functional value of their English 
lessons.l 
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Early in the training period, Little dictated to her classes two 
letters incorporating all of what she considered to be the minimum 
mechanics of English for transcription. Each student kept a record of 
the errors made on the test, together with errors made in subsequent; 
weeks on remedial exercises. Clinical assistance was given to the 
student where necessary b,y both English and transcription teachers. At 
the conclusion of the remedial training period, a two-letter proficiency 
test comparable to the preliminary diagnostic test was administered. 
Students compared the results of both tests as recorded on the charts. 
Another remedial period of several weeks was undertaken, followed, in 
turn, by another proficiency test. In this manner, Little found it 
possible to convince her students of the value in transcription of 
attending to the details of English usage. 
Vocabulary, grammar, and form were the three areas which she empha-
sized. Form included minimum essentials of punctuation; and, while 
Little had selected minimum essentials on a purely subjective basis, she 
had at least avoided the pitfall of attempting the impossible task of 
teaching all of the details. 
1~., P• 22. 
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Another approach to the problem of applying English to transcriP-
tion was made by Lanierl in her stud;y involving the integration of 
English instruction in the early phases of shorthand training. Most 
investigators concerned with transcription training and the application 
of English therein have centered attention on the second year of train-
ing, following the introduction of formal or t.ypewritten transcription. 
Lanier, however, decided that something could be done much earlier. She 
set up a series of exercises, correlated with the text, Gregg Shorthand 
Manual, Simplified, Functional Method, by Leslie and Zoubek, which may 
be used by teachers in the first thirty-six lessons of shorthand in the 
first year of stu~. 
For this investigation, Lanier prepared a paper-and-pencil English 
diagnostic test of thirty items which was administered to her students 
prior to and following the thirty-six lessons of integrated shorthand 
and English instruction. A comparison of the errors made by students in 
the two test administrations showed rather conclusively that planned, 
constructive attention to the details of English in the first-year short-
hand class was justified. Students committed a total of 376 English 
errors on the pre-teaching diagnostic test; the.y committed a total of 
100 English errors on the post-teaching diagnostic test. Punctuation 
errors, one of the most difficult kinds of errors to eliminate, fell from 
92 errors on the pre-teaching test to 30 errors on the post-teaching test.2 
ltanier, Mary of St. Edmond of York, Sister, Instructional Exercises 
for Correlating English, Shorthand, ~ %ilewriting for Pretranscription 
~ Based ~ Gregg Shorthand Manual Simp ified, Master 1 s Major Project, 
Boston University, 1950, 76 pp. 
2Ibid., p. 66. 
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This kind of pretranscription training is considered to be of 
great value by most progressive teachers of shorthand and transcription. 
More training of this kind in the first year of the two-year program 
would undoubtedly help to eliminate many of the problems now faced by 
teachers and students in the second year of training. 
Bakerl faced the problem of remedial training in the use of punctua-
tion and other English f'undamen:tals from the poin:t of view of an English 
teacher who had taught stenographic trainees both in English classes and 
in transcription classes. She stated: 
There is little carry-over when the girls do transcriptions 
for the shorthand teacher. Girls who consistently punctuate 
well in the English class demonstrate poor ability in punctu-
ating a business letter taken in shorthand. It would seem 
advisable to model the practice exercises in English after 
the letters and business forms used in the business subject 
fields. By a double emphasis on such work, a hi~er degree 
of achievement would be reached in both classes. 
Baker's study was an attempt to determine the punctuation which was 
really functional in secondary-school English and to determine how such 
punctuation might be presented through the use of a series of remedial 
exercises. She based her stuqy on the following assumptions: 
Many errors are due to carelessness (to lack of personal standards) 
as well as lack of sentence sense. Even though logical thought 
processes and sentence sense are essential requirements for cor-
rect punctuation, there is still need for practice, drill, and 
repetition which result in habitual correctness. 
A prerequisite for developing a program is the establishment or 
standards in terms of the pupils' needs and in conformity with 
standards of good usage as they have been established by authori-
ties and confirmed by current practice. There is little transfer 
or training without guidance.3 
lBaker, R. E., Functional Punctuation in Secondary School English, 
Master's Thesis, Boston University, 1945, 1n pp. 
2Ibid., P• 87. 
3~., P• 82. 
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Baker's plan for remedial instruction in punctuation involved the 
alternate teaching of units of composition and units of literature, both 
types of unit containing reading and writing activities. All writing 
exercises were examined for errors, and students were supervised in main-
taining personal error charts. Following this step, each student worked 
out problems in punctuation based on objectives indicated b.f his chart, 
using previously prepared exercise sheets. The student was first 
required to generalize usages of punctuation from a stuqy of model sen-
tences. Next, the student recorded his generalizations, the punctuation 
rules, in spaces provided on the worksheet. The next logical step 
involved the punctuating of model sentences, applying the rules learned, 
followed by the writing and punctuating of original sentences by the 
student. 
When the student had completed the exercises related to one of his 
objectives, he presented them for correction and was tested on the problem 
involved. If he satisfactorily passed the test, he went to work on 
another series of exercises designed to meet another of the objectives 
which his chart indicated as requiring attention. 
Baker concluded that this type of remedial instruction had the fol-
lowing advantages: 
1. They supply many examples of correct usage. 
2. They allow for pupil participation in stating a rule. 
3. They cultivate reasoning. 
4. They reveal the reason for the usage. 
5. They combine the grammar concept and the sense concept. 
6. They set up a problem-solving situation. 
7. They contain exercises patterned a.fter the child's own 
expression. 
a. They provide many opportunities for applying the rule.l 
l!bid., P• 99. 
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A study by Chellisl which involved remedial instruction in punctuating 
machine transcription provides a variatiop from many of the other studies 
reviewed. While recognizing that the basic training in the application 
of English fundamentals required by students learning to transcribe from 
machines was similar to that required by students learning to transcribe 
from shorthand plates or their own dictated notes, she believed that a 
somewhat different approach to the problem of remedial instruction was 
required. 
The remedial exercises developed by Chellis were based upon an analy-
sis of errors made by students in three public schools on letters tran-
scribed from machim dictation. Fifty-seven percent of all errors made 
on these letters were made in the use of the comma. The remedial exer-
cises were correlated with the machine record assignments. The student's 
attention was first centered on the problem through a study of the rules 
involved in the remedial exercise. The exercise itself was then presented 
to the student. Following the satisfactory completion of the exercise, 
the student was allowed to transcribe the machine record. 
While most of the studies involving attempts to improve student 
application of punctuation rules to transcription reviewed herein were 
of a relatively informal nature, they do provide guidance to the class-
room teaCher who is interested in assuring her students of adequate steno-
graphic training. Further, they indicate a widespread recognition of the 
seriousness of the punctuation problem in preparing business correspondence 
for intelligent communication and of the fundamental need for attention 
to the application of English grammar and punctuation required of all 
teachers and all students in the field of transcription. 
lChellis, R. w., The Construction of a Series of Pretranscription 
Exercises ~ Improving Ediphone Transcription in ~ Office Machines 
Class, Sernce Paper, BOston University, 1950, '82 PP• 
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Up to this point, this review of research has considered studies 
made for the purpose of revealing the most common errors made in tran-
scripts or studies made to prepare and test the usefulness of remedial 
teaching materials. In the following pages, a study concerned with the 
element of time involved in the various processes of transcription will 
be reviewed. 
Time Study of the Shorthand-Transcription Process 
In 1959, Jesterl undertook a limited research study to learn what 
transcribers actually do as they perform the various activities involved 
in converting their own shorthand notes into usable business letters. 
Jester states the following in his report: 
In order to describe the process of transcription, it was 
necessary to obtain precise information concerning the 
identification and measurement of those elements which go to 
make up the overall process. The two criteria of importance 
in measuring and identifYing the transcription elements were 
time and frequency. The time devoted to each element or 
activity of transcription identified the major activities 
according to time values, and indicated which activities were 
the most and the least time consuming in the overall process. 
The frequency with which the individual activities of tran-
scription occur gave a further index of their significance.2 
He employed time-study techniques in studying the transcription 
process as thirty-six transcribers typed five letters from their own 
shorthand notes. Timing all thirty-six of the transcribers consumed a 
total observation time of approximately forty hours. 
Jester classified transcription activities as typing activities and 
nontyping activities. The fonner activities were those performed during 
the time in which the transcribers were actually striking the keys of 
lJester, Don, A Time Stu~ of the Shorthand Transcription Process, 
Report of Research, Nebraska tate Teachers College at Kearney, 1959, 10 pp. 
2~., p. 1. 
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the typewriter in a fairly rapid and continuous pattern. The latter 
activities included those of erasing, correcting, deciphering shorthand 
outlines, dealing with punctuation and spelling problems, and others. 
Jester points out that the typing activity has been generally con-
sidered to be the basic element in converting shorthand notes into typed 
material. His study, however, indicates that the nontyping activities 
are more significant in terms of total time consumed in the overall 
transcription process, 68 percent of the total time having been devoted 
by students to nontyping activities. Twenty-tw different nontyping 
activities of transcription were tabulated in the study. Thirteen each 
consumed 1 percent or more of the total transcription time and were con-
sidered major nontyping activities. 
Reading for punctuation was considered to be a major nontyping 
activity, consuming 1. 7 percent of the overall transcription time. While 
this seems to be a relatively small percentage of time in view of the 
difficulties students find in punctuating correspondence, the writer of 
the present stuqy believes there are two possible explanations. In the 
first place, students with a good basic knowledge of punctuation would 
employ little time in the process of punctuating; students with little 
knowledge of punctuation might be little concerned with the problem as a 
Whole or might punctuate incorrectly without hesitation and without know-
ing that the.y were making errors. 
The second suggestion is that some of the other major nontyping 
activities timed by Jester no doubt include some consideration by the 
student of the punctuation problem. For example, the activity of erasing 
and correcting, which occupied 16.8 percent of the total time consumed, 
must have included some time spent in erasing and correcting punctuation 
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errors. Likewise, proofreading and correcting, which consumed 7.5 percent 
of the overalJ. time, undoubtedly included some time spent in finding and 
correcting punctuation errors upon completion of the transcript. 
Jester's conclusion, based on the data gathered in his study, 
follows: 
Transcription training must include more than drill in typing 
from shorthand notes. It must include training in the per-
formance of the nontyping activities of transcription. Greater 
than the factor of typing speed to the overall speed of tran-
scription is the factor of speed and efficiency in performing 
the nontyping activities of transcription.l 
All too frequently these activities, including the application of 
the fundamentals of English, are neglected in the training program of the 
stenographer. All too often they are willfully neglected by the teacher 
because the mass of details involved in such activities is overwhelming. 
A:rry step which can be taken in the direction of separating the essential 
from the nonessential in this mass of details, therefore, should be a 
step in the direction of better transcription training. 
Related Studies in Punctuation 
A few studies which do not fall into the five classifications previ-
ously considered in this chapter are nevertheless closely related to the 
present study. These studies will be reviewed in the following pages. 
Baker2 made the following statement concerning the relative impor-
tance of punctuation in composition: 
Punctuation errors make up a large percentage of the total 
errors in written composition • • • Punctuation errors exist 
1~, P• 9. 
2J3aker, ~· ~., P• 48. 
at all grade levels, from the elementary school through to the 
college level and be,yond. There is, apparently, very little 
growth in punctuation skill from grade to grade • • • The most 
commonly misused marks appear to be the comma, the apostrophe, 
and marks at sentence endings. Errors of sense are by far the 
most num.erous.l 
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The problem of punctuating is obviously not the sole property of the 
transcription teacher. Franchere2 further supPorts the claim that the 
application of English fundamentals is a serious problem in English 
classes with the finding that 66 percent of the students in a college 
year of composition received c, D, or F in applying the mechanics of 
writing. Part of the problem seems to lie in the fact that writers, 
editors, and teachers often do not agree on the application of a punctua-
tion rule. There is obviously greater need for standardization of all of 
the rules of English mechanics. 
Another facet to the problem of punctuating is the question of 
Whether punctuation serves to express the inflections, pauses, and 
stresses of speech or whether it is a means of expression peculiar only 
to the written language. Expressing his point of view on this subject, 
Summei3 writes: 
Punctuation is primarily for the reader's eye, with only partial 
correspondence to the movement, stresses, and inflections of 
speech. One does not always stop on a punctuation mark, and 
there are pauses in oral reading that are not marked by punctua-
tion in written matter. 
Applying this point of view to punctuating in transcription, it is 
obvious that a great deal more than mere alertness to the inflections, 
1~., P• 48. 
2Franchere, Hoyt C., "College Freshmen Reconsider and Suggest," 
College English, vol. 13., March, 195'2, P• 326. 
3summey, ~· cit., p. 7. 
41 
pauses, and stresses of the dictator are required by the stenographer 
in transcribing. Wilkinsonl supports this thesis as to the nature of 
punctuation with his statement: 
The main function of such marks is to substitute as best they 
can in the artificial written language for the meaningful 
pauses, changes of pitch, and varying stresses in natural 
speech. They are not, however, exact parallels to pauses and 
inflections of the voice. Indeed, a sure way to be unsure 
about punctuation is nto punctuate as I think it ought to 
sound." Punctuation is a device for the reading eye rather 
than for the speaking voice. By indicating groupings of words, 
the relations of the groups, and the relative weights of groups, 
punctuation marks can help greatly in giving the reader the 
exact idea at a glance--if the writer and reader interpret the 
marks in the same way. -
While stressing the fact that punctuation is a part of the written 
language alone, Marckwardt2 indicates that he believes there is a close 
relationship between the use of punctuation and the peculiarities of 
speech when he writes: 
Punctuation belongs to the written language, and to the written 
language alone. Like the written sentence, punctuation is a 
S,Ystem of conventions--that is, of customs tacitly agreed to by 
the users of the language--whose function is to communicate 
those elements of speech which cannot conveniently be set down 
on paper. Pitch, stress, time, and pause are such elements. 
Before the words period, colon, and comma came to be applied to 
the various points of punctuation, they all signified a sen-
tence or segment of a sentence, or a pause. That is to say, 
they began as names for rhetorical units; th~ implied a recog-
nition of some of the facts of the spoken language. 
From the foregoing statements and from the writer's experience in 
dictating and in taking dictation for transcription, it would appear that 
the stenographer receives some assistance in the matter of punctuating 
lWilkinson, c. w., Manning, J. H., and Anderson, c. R., Writing for 
Business, Richard D. Irwin, Inc., Chicago, 1951, P• 144. ---
2Marckwardt, Albert H., Scribner Handbook of English, Charles 
Scribner's Sons, New York, 1940, p. 266. -
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from the voice of the dictator, especially if the dictation is clear, 
logical, and thoughtfully given. On the other hand, even the stenog-
rapher who has been given this type of positively controlled dictation 
will find it necessary to apply a considerable amount of judgment in 
using the rules of punctuation in the typewritten letter. 
Based upon this assumption, it is clear that punctuation must be 
taught as a part of stenographic training; and based upon the findings 
of the various studies involving error analysis, it is equally clear 
that this instruction must be improved. In Chapter I, the contention 
was made that improvement of instruction in transcription punctuation 
could well begin with an analysis of current usage in business letter 
writing. Ruhlen and Presseyl support this contention in writing as 
follows: 
General determination of the larger fact regarding current 
usage seemed highly desirable for guidance in effort at 
improvement of the teaching of punctuation in the public 
schools • • • Any systematic effort at the improvement of 
instruction in the matter would seem, very naturally, to 
begin with an investigation as to which usages, in punctua-
tion, it is most important that a pupil should learn. And 
frequency of occurrence would seem a reasonably satisfactory 
measure of the importance of the usage. 
In the present study, frequency of occurrence of the various rules 
of punctuation in business correspondence, determined from an analysis 
of 120,000 running words of correspondence, was used as a basis for 
preparing a punctuation test. That the cumulative sampling employed 
in the present study was sufficient for obtaining statistically signifi-
cant results is supported by the following statement by Monroe: 2 
lRuhlen and Pressey, ~· ~., p. 330. 
%nroe, Walter s., Editor, Enl[clopedia of Educational Research, 
The MacMillan Company, New York, 19 , p. 331.-
This procedure involves 10,000 word samples from large sources 
of material with successive samples added to the composite ••• 
Studies in capitalization and punctuation indicate that from 
60,000 to 90,000 words of written material are necessary before 
the rrsults cease to be affected significantly by additional 
data. 
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The review of research related to the present stuqy did not reveal 
any investigation comparable to the present stuqy in overall purpose or 
in scope. A considerable number of the studies reviewed, however, did 
relate significantly to one or mre areas involved in the present 
research. Reading the reports of these investigations provided an inter-
esting and helpful background. The majority of related studies involved 
an error analysis of one kind or another, and the greater number of these 
error analyses used as a source of data the day-by-day transcripts of the 
students. Few of the studies attempted to control either the material 
or the transcription laboratory, and still fewer based the investigations 
on a preliminary study of current usage of punctuation in business. 
libid., p. 331. 
CHAPTER III 
RESEARCH METHODS AND PROCEDURES 
This chapter has been divided into t'WO sections. Section A outlines 
the research methods and procedures involved in the analYsis of business 
corre~ondence in seventeen eastern Massachusetts business firms. Sec-
tion B outlines the research methods and procedures involved in the 
preparation and acininistration of the oral and written forms of the 
punctuation test. Both sections outline the methods used to collect, 
tabulate, and prepare the data for analYsis. 
In summary form, the research methods and procedures discussed in 
this chapter are as followss 
1. Abney' sl list of punctuation rules, prepared as part of her 
doctoral study in 1943, was revised through a comparison of 
the rules included therein with those found in Parkhurst•s2 
business communications textbook. 
2. From the revised list of punctuation rules, a check sheet was 
prepared for use in the study of correspondence in representative 
business establiShments. 
3. Seventeen business firms in eastern Massachusetts were selected, 
and arrangements were made to analyze their correspondence. 
lAbney, Velma Overne, Basic Minimum Essentials of Mechanics of 
3nflish fsa&f Required b,y Secretaries, UnpubliShed Doctoral Dissertation, 
versi y o SOuthern Sliforriia, 1943, pp. 57-75. 
2parkhurst, Charles Chandler, Babenroth 1 s Modern Business Collll'lunica-
tions for Better Human Relations, Prentice-Hall, Inc., Englewood Cliffs, 
1955' pp. 413-467. 
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4. Using the check sheet previously prepared, 120,000 running words 
of correspondence were ana~zed, and all possible applications 
of punctuation rules were recorded. 
5. The data from the study of correspondence were analyzed and 
rules were listed in the order of frequency of use. Letter 
types were also listed in the order of frequency of use. 
6. A punctuation test composed of twelve 165-word business letters 
was prepared in four forms of three letters each and in two 
batteries of two forms each. The test was submitted to a com-
mittee of English and education professors for criticism and was 
revised in accordance with suggested changes. 
7. The twelve letters were (1) duplicated for presentation in 
written form and (2) tape recorded for presentation in orally 
dictated form. 
8. To secure the information required for preparing administrative 
instructions and time schedules, the test was presented to two 
groups of fourteen stenographic students each at the Boston 
University College of Business Administration. 
9. A second preliminary test administration was accomplished with 
a class of thirty senior stenographic students at Attleboro High 
School. Battery I in written form was presented first. Three 
weeks later, Battery II in written form was presented to the 
same students. The purpose of this test administration was to 
determine the reliability of the two batteries. Spearman's rank-
difference method was employed to determine the coefficient of 
correlation. 
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10. A study was made of the public high schools in eastern Massa-
chusetts which would be available for the final test adminis-
tration. Fourteen higb schools were selected on the basis of 
population figures of all of the available cities and towns and 
on the basis of enrollment figures in the public high schools 
of all of the available cities and towns. 
11. The test was presented to 400 senior stenographic students in 
the fourteen selected high schools to determine the extent of 
transfer of learned punctuation rules to the practical situation 
of transcription. 
12. The tests were corrected and all errors and scores were recorded 
on previously prepared tal~ sheets. 
13. The data were analyzed and interpreted. Appropriate statistical 
procedures were employed to calculate means, standard deviations, 
correlation coefficients, item validity, critical ratios, and 
item difficult,y. 
SECTION A 
ANALYSIS OF BUSINESS CORRESPONDENCE 
Preparation of Punctuation Rules List 
The first major step of the study involved the preparation of a list 
of punctuation rules acceptable for use in preparing modern business 
correspondence. A thorough search for such a list as a point of departure 
revealed the most uP-to-date list to be one prepared by Abne.yl as part of 
lAbney, loc. cit. 
47 
a doctoral dissertation in 1943. Using six wide~ accepted English 
reference manuals, Abney developed a complete list of 138 rules of punc-
tuation. Her list included rules which indicated when punctuation marks 
should be used and rules which indicated when punctuation marks should 
not be used. For purposes of this stuqy, it was believed advisable to 
include for consideration only the positive rules since teachers of 
stenography are concerned with the negative rules onlY when these rules 
are violated by individual students. The major problem of the teacher 
of stenography is one of teaching the application of the commonly used 
positive rules of punctuation. 
Therefore, 39 negative rules, of the total of 138 rules listed by 
Abne,r, were deleted from the list, leaving 99 positive rules as the basic 
list for revision. While this list was well prepared from acceptable 
references, it was not considered ~ the writer as sufficiently up to 
date to permit its use without comparison with a more current reference. 
As a reference text for revision of the list of punctuation rules, 
Parkhurst•sl textbook in business communications was used. Every rule in 
Abney's list was compared with the corresponding rule in Parkhurst • s 
textbook, and changes in wording were made when warranted. Most of the 
changes were minor in nature, generally made to clarify a rule or to 
bring the terminology up to date. Most of the rules found in Abney's 
list were also found in Parkhurst's textbook. The few which were not 
found in the textbook were checked for accuracy with the author of the 
book, and the completely revised list was approved by him for use. 
lParkhurst, loc. cit. 
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The list of rules and sample sentences, with asterisks indicating 
those rules which were changed, is presented in this study as Appendix A. 
Preparation of Punctuation Check Sheet 
The second step in this stuqy involved the preparation of a simple 
check sheet for use in the analysis of business correspondence. This 
check sheet had to be simple in nature to avoid unnecessary delay in 
checking letters under the restricted conditions which would exist in 
the business offices to be visited. Several alternate forms were pre-
pared, permission was obtained to use the files of the United Shoe 
Machinery Corporation of Beverly, Massachusetts, and a brief pilot study 
of the correspondence of that organization revealed the most practical 
form for use. A copy of the form used in this stuqy is presented as 
.Appendix B. 
Prior to the pilot study at the United Shoe Machinery Corporation, 
a template was also prepared for use in measuring the numerical word 
count in each of the letters studied. However, the preliminary study 
revealed that such a template was impractical, and the simplest process 
of determining word count was found to be the following: The length of 
the average line in a letter was obtained; from a chart, presented in 
this study as Appendix C, the exact number of words which could be typed 
in elite or pica type on such a line was determined; and that figure was· 
multiplied b.1 the number of lines in the letter. A spot check revealed 
that this method of measuring word count was more accurate and more 
rapid than the method employing a template. 
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Selection of Business Firms for Study 
At this point, in step three, the selection of a representative 
group of business firms to be used in the study of business correspond-
ence was required. In selecting the business establishments to be used, 
it was decided for practical purposes to confine the selection to those 
businesses located in the eastern part of Massachusetts. Although 
selection from a wider geographic area would have yielded a more valid 
sampling, it was believed that the companies which could be selected 
from those in eastern Massachusetts were highly representative of those 
which might be found in other parts of the country. In the local area 
there were man;y kinds of business firms; and these firms included the 
long-established, somewhat conservative type, the newly established, 
less conservative type, and the home or branch offices of many national 
organizations. 
An attempt was made to apply to the problem of selection the 
statistics of the United States Department of Labor, Bureau of Labor 
statistics. It was found impractical to use these statistics inasmuch 
as reports of this Bureau do not break labor figures down into classi-
fications below that of "clerical, sales, and kindred workers." Consider-
able research in this area revealed no clear-cut figures which would 
classif,y the kinds of businesses in which stenographers were serving and 
the relative numbers of this type of worker in each kind of business. 
Assistance in this matter was sought from the officials of the 
National Office Management Association. However, this Association 
informed the writer that an attempt to abstract the desired information 
from their armual Salary Survez of Office Clerical Jobs would amount in 
itself to a full-time research problem. The Association suggested, 
so 
instead, that such information might be obtained from the Bureau of 
Labor Statistics, a source which had alreaqy proved to be negative. 
In the absence of specific data on which a selection of business 
firms could be based, an arbitrary set of criteria was established.1 
One criterion selected for use involved the classification of business 
establishments according to the nature of the business performed. Abbott 
and Hamilton provided a general classification of business firms in terms 
of their probable importance to the present stuqy, particularly with 
reference to the volume of placements of beginning stenographers. The 
following kinds of business firms were determined to be most important 
in terms of placement: 
1. Industry, including manufacturing, wholesale trades, and general 
businesses 
2. Financial institutions, including banks, brokerage firms, and 
insurance companies 
3. Technical firms, including engineering companies and chemical 
companies 
It was decided that business establiShments using vocabulary of a 
highly technical nature, such as legal and medical offices, should not be 
included in this study. Most stenographers working in these technical 
offices are either graduates of specialized training programs or are 
employees who have served for relatively long periods in other business 
lThe writer acknowledges the assistance and close supervision of 
the following persons in determining these criteria: c. Chandler 
Parkhurst, Professor of English, Boston University; Norman H. Abbott, 
Director of the Placement Service, Boston University; and E. M. Hamilton, 
President of the Hamilton Emplo.yment Service, Inc., New York City. 
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firms. Seldom do high school graduates find initial employment on the 
stenographic level in offices of this type. 
The second criterion utilized involved the selection of firms on 
the basis of relative size. It was decided that large, small, and medium-
sized business firms should be represented in the study, inasmuch as 
stenographers find initial employment in all three categories of business. 
The seventeen business firms selected for the study are listed and 
categorized b,y type of business and number of employees in Appendix D. 
Table I shows the distribution of the seventeen business establishments 
on the basis of type of business. 
TABLE I 
TYPES OF BUSINESS REPRESENrED IN THE SEVENTEEN BUSINESS ESTABLISID-lENTS 
SELECTED FOR THE CORRESPONDENCE ANALYSIS 
Type of Business Number of Firms Type of Business Number of Firms 
Manufacturing 5 Retailing 2 
Financial 3 Public Service 1 
Banking (2) Library (1) 
Insurance (1) 
Transportation 1 
Technical 3 
Engineering (1) Publishing 1 
Chemical (l) 
Architectural (1) Research 1 
It will be noted in Table I that eleven different types of business 
firms are represented in the selection. Eleven of the seventeen firms 
selected were classified under the three major types, industry, financial, 
and technical, which prior investigation had determined to be most impor-
tant in terms of stenographic placement. 
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Table II shows the distribution of the seventeen business establish-
ments on the basis of size of business in terms of the number of employees. 
TABLE II 
NUMBER OF BUSINESS FIRMS ACCORDING TO SIZE OF THE SEv~NTEEN 
SELECTED FOR THE CORRESPONDENCE ANALYSIS 
Number of Employees 
100 or Below 
101 to 11 000 
1,001 to 31 000 
31 001 or Above 
Number of Businesses 
2 
7 
5 
3 
It will be noted in Table II that nine of the seventeen selected 
firms employed 1,000 or fewer personnel, and that eight of the seventeen 
selected firms employed over 11 000 personnel. Two firms could be rated 
in the very small category, and three firms could be rated in the very 
large category. Although the divisions according to number of employees 
used in the table are arbitrary, the,y do represent an attempt to include 
in the firms selected a sampling of many different sizes of business 
establishments. 
Analysis of Business Correspondence 
Fbllowing the selection of the business firms to be used in the 
study, the seventeen businesses were visite~and letters were selected 
from their files at random with the assistance of the employee in charge 
of the files at each compaqy. In selecting letters, a cross section of 
the entire file was obtained in each instance. In several establishments, 
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where central files were not maintained or were incomplete, each office 
of the business firm was visited in order to maintain a balance of 
letter types. For purposes of this stuey, duplicated form letters and 
all very brief letters of the form variety were eliminated from consider-
ation. Just over 120,000 running words of correspondence, representing 
a total of 725 letters, were analyzed in this study. 
The previously prepared check sheet was used to record information 
pertaining to punctuation rules. Other pertinent information, such as 
the types of letters analyzed, was recorded on the reverse side of the 
check sheet. Appendix E summarizes the data by business firms relative 
to the number of letters and the number of words analyzed. 
Upon completion of the study, the data obtained were analyzed and 
tabulated. Rules were listed in the order of frequency of application 
in the correspondence studied. These data are presented in Chapter IV, 
Section A. 
Based on Parkhurst•sl classification of business letter types, sum-
marized in Appendix F, the kinds of letters located in the study were 
listed in order of frequency of occurrence in the study. These data are 
presented in Chapter IV, Section A. 
lparkhurst, ~· ~., pp. 103-357. 
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SECTION B 
PREPARATION Jl~ ADMINISTRATION OF PUNCTUATION TEST 
Preparation of Test Letters 
On the basis of the listing of letter types by frequencr,y of use, 
as determined from the study of business correspondence, it was decided 
to use for the test the six types of letters most commonlY observed. 
Three types, sales letters, letters of inquiry, and response-to-inquiry 
letters, were employed in Battery I. Three types, ordering letters, 
a(Oustment letters, and letters of information concerning wills and 
accounts, were used in Battery II. The arrangement of the letter types 
by battery and form is shown in Table III. 
TABLE III 
LETTER TYPES USED IN EACH FORM AND BATTERY OF THE PUNCTUATION TEST 
Battery I Battery II 
Type of Letter 
Form 1 Form 2 Form 3 Form 4 
Sales Letter X X 
Letter of Inquiry X X 
Re~onse-to-Inquiry Letter X X 
Ordering Letter X X 
Adjustment Letter X X 
Letter re Wills and Accounts X X 
In determining which rules of punctuation should be included in the 
test letters, the list of rules in order of frequency of occurrence in 
the business correspondence studied was used. An arbitrary decision was 
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made to consider for inclusion in the test any punctuation rule for which 
the opportunity for use was observed twenty-five or more times in the 
study. This narrowed the list for use in the test to a total of thirty 
possible rules. 
Three rules were believed to be too optional to test accurately and 
were eliminated from consideration despite the fact that their frequency 
of occurrence in the business correspondence analyzed was greater than 
twenty-five. The three rules eliminated were No. 49, involving a semi-
colon used to separate the independent clauses of a compound sentence 
when either one or both clauses are punctuated by one or more commas, 
No. 82, requiring the use of quotation marks to set off words or phrases 
intended to be emphasized, and No. 83, involving the use of quotation 
marks to enclose slang or coined words or phrases. 
Rules No. 77, No. 78, and No. 79, all parts of the general rule to 
show possession, were considered to be so closely related in nature that 
they were grouped for purposes of test presentation into one rule. 
The exclusion of three rules and the combining of three other rules 
into one brought the final list of punctuation items to be tested to 
twenty-five. Appendix G lists b,y number the rules selected for use in 
the test and indicates the number of applications of each rule in each of 
the twelve test letters.l 
lit should be noted that Rule No. 1 and Rule No. 4 were used, of neces-
sity, several times in each of the four test forms. For purposes of this 
study, only two errors per letter in the application of these rules were 
deducted from a student's score in the letter. It was believed that this 
would tend to equalize the effect of all rules used on the total score 
which a student might earn for the test. Rules No. 16, No. 17, No. 31, 
and No. 58 were used three times within each form. Rules No. 56 and No. 57 
were, for convenience, used only once within each form. All other rules 
were used twice within each form. 
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Forms 1 and 2, Battery I, were prepared in parallel manner, with 
applications of each rule in the same relative position and of the same 
type within each form. Similarly, Forms 3 and 4, Battery II, were 
prepared in parallel manner. 
Each of the twelve letters used in the test was 165 words in length. 
This letter length was chosen since it was determined from the analysis 
of business correspondence that this was the average length of the 725 
letters surveyed (120,025 words divided by 725 letters = 165 words per 
letter). The 165-word letter proved to be a convenient size, as well, 
for presenting the punctuation rules to be tested. 
When the twelve test letters were prepared, the.y were submitted to 
a committee composed of Professors Sluder, Durrell, Gunn, and Parkhurst 
of the Boston University faculty. On the basis of suggestions offered 
by this committee, the letters were revised and submitted for final 
approval. 
Preparation of Test for Administration 
Following the final approval of the twelve-letter, two-battery test, 
together with tentative plans for its administration, the preparation of 
the two batteries for presentation in both oral and written form began. 
Since each of the two batteries was to be given to alternate groups of 
students in written form, all twelve letters were duplicated in this 
form. Appendix H presents illustrations of these duplicated letters. 
}~though letters 165 words in length would normally be single-spaced, 
double-spacing was used for the test to permit easier reading, fill-in, 
and scoring. 
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Consideration was given to a possible method of preparation of the 
test batteries which would allow machine scoring. However, the nature 
of the test in general, and of the orally presented part of the test in 
particular, precluded the use of this form of scoring. The typed 
arrangement by students of test letters presented in orally dictated 
form would quite naturally be varied, depending upon such testing fac-
tors as the kind of type used, the length of line used, and the student 
errors of omission and commission. 
While the preparation of the written form of the test was relatively 
simple, the preparation of the oral form of the test involved consider-
able planning and detail. Plans for the administration of this phase of 
testing involved the dictation of six letters within a specified period, 
at a specified rate of dictation, and with the minimum of human error in 
enunciation, omission, or change. It was obvious that a form of recorded 
dictation was the best answer to the problem of avoiding variations in 
the presentation of the letters to different groups of students at differ-
ent times. 
It was decided that the tape recorder would provide an accurate and 
flexible method of dictation. Therefore, the twelve letters were care-
fully recorded on tape at the rate of 50 words per minute. Six of these 
letters were to be dictated to each of the two student populations 
described later in this Chapter. 
While 50 words per minute is a rate someWhat below the usual rate 
acceptable for initial employment, a rate generally considered to be 80 
words per minute for sustained dictation of several minutes, there were 
several reasons for its selection. Experience of the writer indicated 
that for high school seniors working under test conditions this rate would 
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be a relatively easy rate of speed. In addition, rate of dictation was 
considered to be a factor which should not influence the test results 
in this stuqr. The purpose of the test was to determine how well students 
could punctuate material transcribed from dictation which all could record 
satisfactorily. 
Syllabic intensity of the letters was maintained at 1.4, which 
researchl has determined to be the average syllabic intensity of business 
correspondence. 
When the twelve letters had been recorded, they were carefully checked 
by a team of instructors from the Boston University College of Business 
Administration for accuracy of timing, enunciation, and the like. 
Copies of all twelve letters as they were used for recording dicta-
tion on the tape recorder and for the administrative check of the taped 
dictation during the testing program are presented as Appendix I. 
It was recognized that, even at the relatively low speed of dictation 
chosen for test purposes, some students might fail to record all of the 
dictation or might be unable to read quickly some of the dictation which 
they had recorded. Since for practical reasons the time taken for tran-
scription had to be minimized, it was considered desirable to avoid as 
much as possible all delays in transcription which might stem from the 
students• failure to record dictation completely or to read accurately the 
notes which they had recorded. Therefore, each of the twelve letters was 
written in shorthand and copies were duplicated to provide each student 
with a shorthand plate reference as required during the transcription 
lHorn, Ernest, and Peterson, Thelma, The Basic Vocabulary of Business 
Letters, The Gregg Publishing Company, New York--;1943. -
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phase of the test. Appendix J presents copies of the shorthand plate 
material provided. 
The assumption might be made that these sets of shorthand notes 
would be adequate for the transcription phase of the test, thus elimi-
nating the necessity for dictation. However, the experience of the 
writer has indicated that stenographic trainees who have reached the 
final stages of preparation for initial employment generally enjoy much 
greater success in transcribing their own accurately written notes than 
the,y do in transcribing the notes of another person, regardless of the 
degree of accuracy of the latter's shorthand. It was interesting to note, 
throughout the administration of the test in this study, that the majority 
of students tested did not refer to the pages of Shorthand provided. The 
comparatively few students who did refer to the notes used them only for 
emergency purposes. None of the students tested used the notes in their 
entirety. Students were given the option of recording dictation in 
their notebooks or recording dictation above the Shorthand notes pro-
vided. All students chose to follow the former pattern, one to which 
the,y had become accustomed during their training period. 
To save further time in the transcribing phase of the testing pro-
gram, letter addresses were not included in the dictation. Instead, a 
list of addresses to be used, keyed to the appropriate letters, was pro-
vided for each student. This technique was in line with modern business 
practice since stenographers generally refer to card files or to incoming 
correspondence for correct addresses. Fbr test purposes, of course, 
punctuation was omitted from this list of addresses given to students. 
Copies of the two address lists, one for each battery, appear in .Appendix K. 
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Pretesting to Refine Adm.inistrati ve Procedures 
When the test was ready for administration, a draft of administra-
tive procedures was prepared. To check the practicability of administra-
tive plans and the completeness of administrative instructions, and to 
develop a timing framework for use in presenting the test to high school 
students, the test was given to two groups of fourteen students each at 
the Boston University College of Business Administration. Battery I was 
administered to Group A in orally dictated form and Batter.y II, in 
written form. Battery I was presented to Group B in written form and 
Battery II, in orally dictated form. The clarity of the dictation was 
assured in this trial run, and the administrative instructions were 
refined as a result of questions and minor problems which arose during 
these periods of pretesting. Appendix L presents a copy of the revised 
instructions to students for both oral and written phases of the test, 
together with a time schedule for test administration. 
Pretesting to Determine the Reliability of the Test 
Since many of the statistical procedures to be used with the scores 
made b.r high school students in the final presentation of the test would 
be based on the assumption that the punctuation test was reliable, a 
second trial run was accomplished with a class of thirty senior students 
at Attleboro High School. Batter.r I was presented to the group in written 
form. Three weeks later, Battery II was administered to the same group, 
also in written form. 
Using the Spearman rank-difference method for computing the reliabil-
ity coefficient of correlation, the scores of the students on Battery I 
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were correlated with the scores of the students on Batter,y rr.l The 
reliability coefficient obtained is reported in Chapter IV, Section B. 
Sampling Methods Used in the Selection of High Schools 
for Test Administration 
The population desired for the final administration of the punctua-
tion test was 400 high school seniors who were completing at least two 
years of stenographic training. It was recognized that a technique of 
random sampling would have been high~ desirable in the selection of the 
400 students to be tested. However, for reasons stated below, it was 
not possible to employ random sampling in this study. 
The practical restriction imposed by limited travel time made it 
necessar,y to confine the study to schools in the eastern part of Massachu-
setts, within an approximate 40-mile radius of Boston. Partially justi-
fying this relatively narrow research base is Anderson' s2statement: 
The close agreement in the findings of the studies of transcriP-
tion errors which have been made in the past fifteen years seems 
to indicate that shorthand and transcription pupils in all sec-
tions of the country and in schools of both large and small 
enrollments tend to make similar errors. 
The writer's experience in supervising student teachers in eastern 
Massachusetts had shown that schools in towns with a population below 
10,000 seldom have more than a handfUl of stenographic trainees. For 
purposes of this study, therefore, only those schools in towns and cities 
with a population greater than 10,000 were considered. The city of Boston 
lsimpson, George, and Kafka, Fritz, Basic Statistics, w. w. Norton 
& Company, Inc., New York, 1957, pp. 376-m;-
2Anderson, ~ Anal~sis and Classification of Research in Shorthand 
and Transcription, p. 3 o. 
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was eliminated from the stuqy primarily because it was not possible to 
secure the immediate approval necessary for the administration of tests 
in that city at the time the testing schedule was being arranged. 
Aside from these restrictions, all cities and towns in the counties 
of Bristol, Essex, Middlesex, Norfolk, Plymouth, and Suffolk were con-
sidered for selection. For purposes of this stuqy, only public schools 
were considered for test administration. Appendix M presents a listing 
of the fifty-five public high schools in the fifty-three cities and 
towns from which ultimate selection was made. 
Since the relatively narrow base used for selection of the student 
population precluded random sampling, a clustered, stratified, non-random 
sampling technique was employed. The three control variables adopted for 
use in selecting schools Which would contribute to the testing population 
were the following: 
1. The size of the town or city in which the school was located, in 
terms of population 
2. The percentage relationships of stenographic students to college 
preparatory students in each of the schools 
3. The percentage relationships of stenographic students to total 
school population in each of the schools 
It was considered advisable to apply the variable of population of 
towns and cities inasmuch as degree of experience of the teachers employed, 
the amount and kind of equipment used, and the demands of businessmen who 
are being served do vary to a marked degree in many instances in relation 
to the size of the town or city. In general, the larger the town or city, 
the more experienced are the teachers, the more adequate is the equipment 
used, and the more insistent are the demands of the local businessmen for 
more and better emplo.yees for stenographic and clerical positions. 
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The decision to employ the percentage relationships of stenographic 
students to college preparatory students and stenographic students to 
total school enrollment was made for the following reason: Based on the 
writer's experience in working closely with the high schools of eastern 
Massachusetts, through teaching, research, professional organizations, 
and the supervision of student teachers, the conclusion was reached that 
schools within a relatively small geographic area can vary greatlY in 
terms of the emphasis placed on stenographic training. Some schools may 
be tanned "stenographic minded, 11 responding to the demand from parents, 
pupils, and businessmen for a highly developed program of stenographic 
training. 
Some schools, on the other hand, seem to direct major attention to 
the preparation of students for entrance into college, allowing special-
ized training to be carried on with comparatively little encouragement. 
A third group of schools lies somewhere between the two extremes. 
While census figures were readily available for use in applying the 
population variable, it was necessary to submit a simple questionnaire 
to the principals of the fifty-five high schools concerned in order to 
secure the data necessary for application of the other two variables. A 
sample copy of the questionnaire sent to principals is presented as 
Appendix N. 
'This questionnaire sought the answers to three questions: 
1. What is the total enrollment of the school in the sophomore, 
junior, and senior years? 
2. What is the total enrollment in the college preparatory program 
in the sophomore, junior, and senior years? 
3. What is the total enrollment in the stenographic training pro-
gram in the sophomore, junior, and senior years? 
The request for information was limited to the sophomore, junior, 
and senior years because many schools are three-year high schools, and 
it was believed that a better comparison or schools would result if all 
statistics involved were limited to the upper three years. 
or the fifty-five high schools to which questionnaires were sent, 
fifty responded to the original request or to the follow-up request. 
In this stuqy, these fifty schools may be referred to as the "responding 
schools." Appendix 0 presents an analysis of the data obtained from the 
questionnaire. 
Selection of High Schools to Contribute Population S~~les 
The first control variable applied to the selection of the high 
sehools which would contribute population samples was that based upon 
population of the cities and towns considered for selection. Table IV 
provides a comparison of the number or schools selected with the number 
of schools available for selection on the basis or population of the 
towns or cities in Which the schools were located. 
Although it is recognized that the base of fourteen schools selected 
is a rather limited base on Which to compute percentages, the comparative 
percentages shown in Table IV do help to indicate, along with the compara-
tive numbers, that a fairly close relationship was maintained between 
schools available for selection and schools selected in terms or popula-
tion of the towns and cities. 
TABLE IV 
COMPARISON OF HIGH SCHOOLS SELECTED WITH HIGH SCHOOLS AVATI..ABLE 
BASED ON POPULATION OF CITIES AND TOWNS 
Schools Available Schools Selected 
Population of 
City or Town 
Number Percentage Number Percentage 
Under 20,000 20 36 4 29 
20,001 - 40,000 17 31 4 29 
40,001 - 60,000 7 13 2 14 
60,001 - 80,000 3 5 1 7 
80,001 - 100,000 6 ll 2 14 
Over 100,000 2 4 1 7 
Totals 55 100 14 100 
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The second control variable used for the selection of schools for 
test administration was based on the relationship of students enrolled 
in the stenographic training program in each school to the students 
enrolled in the college preparatory program in the same school. Table V 
presents a comparison of reporting schools with schools selected on the 
basis of this relationShip. 
Table V shows that reporting schools and selected schools were dis-
tributed in approximately the same proportion among the classifications 
of schools on the basis of the relationship of stenographic students to 
college preparatory students. 
TABLE V 
COMPARISON OF REPORTING SCHOOLS WITH SCHOOLS SELECTED 
BASED ON THE PERCENTAGE RELATIONSHIP OF 
STENOGRAPHIC STUDENTS TO COLLIDE PREPARATORY STUDENl'S 
Percentage Relationship Schools Reporting Schools Selected 
Stenographic students to 
College Prep. Students Number Percentage Number Percentage 
0.1 
-
10.0 9 18 2 15 
10.1 
-
20.0 12 24 4 28 
20.1 
-
30.0 15 30 5 35 
30.1 
-
40.0 9 18 2 15 
40.1 
-
50.0 5 10 1 7 
Totals 50 100 14 100 
The third control variable on which selection of schools which 
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would contribute population samples was based was that involved in the 
relationship of the number of students enrolled in stenographic training 
in each school to the number of students enrolled in all kinds of pro-
grams in the upper three grades of the school. Table VI provides a 
comparison of reporting schools with schools selected on the basis of 
this variable. 
Table VI shows that reporting schools and selected schools were 
distributed in approximately the same proportion among the classifica-
tiona of schools on the basis of the relationship of stenographic 
students to total school enrollment. 
TABLE VI 
OOMPARIOON OF REPORTING SCHOOLS WITH SCHOOLS SELECTED 
BASED ON THE PERCENTAGE RELATIONSHIP OF 
STENOGRAPHIC STUDENTS TO TOTAL SCHOOL ENROLLMENT 
Percentage Relationship Schools Reporting Schools Selected 
Stenographic Students to 
Total School Enrollment Number Percentage Number Percentage 
0.1 
-
5.0 6 12 2 15 
5.1 
-
10.0 22 44 6 43 
10.1 
-
15.0 16 32 5 35 
15.1 
-
20.0 6 12 1 7 
Totals 50 100 14 100 
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The application of these three control variables resulted in the 
selection of the fourteen schools listed in Table VII as the schools 
which would contribute population samples. 
TABLE VII 
NUMBER OF STUDENTS TESTED IN EACH OF THE JroURTEEN SELIDTED SCHOOLS 
Population 1 (P-1) Population 2 (P-2) 
High School Selected Students High School Selected Students 
Beverly 17 Dedham 13 
Brookline 23 Natick 12 
Gloucester 21 Needham ll 
Newton 22 North Quincy 28 
Quincy 22 Peaboey 26 
Somerville 56 Salem 66 
Winthrop 39 Waltham 44 
Total 200 Total 200 
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The number of students to be tested in each school was based solely 
upon availability of students within the school since the limited number 
of senior students with stenographic training available. in all the schools 
selected made the random sampling of classes or students within schools 
impossible. This limitation, however, carried with it the distinct advan-
tage of maintaining a representative sampling in terms of student type 
since the necessity for using senior classes intact forced the inclusion 
in the testing program of students rated by teachers as excellent, good, 
fair, and poor. 
Consideration was taken of the possibility of equating population 
groups on the basis of intelligence. Upon investigation in the schools 
selected, it was determined that the student records did not include 
adequate comparable information on intelligence scores for this purpose. 
In view of the fact that the punctuation test was to occupy approximately 
three hours of school time for its complete administration, the school 
authorities concerned believed that it was impractical to ask for added 
time for the administration of an intelligence test by the writer. This 
method of equating student populations was, therefore, rejected. 
Owing to the problems of administration within the schools, espe-
cially with regard to tirr.e and space factors, it was not possible to divide 
any group of students within a school between the two populations, P-1 and 
P-2. This would probably have been desirable, but it would have required 
doubling the space and time requirements at the schools. Owing to the 
intensiveness of the end-of-year activities in the schools selected, this 
was found to be administratively impracticable. 
Insofar as possible, each of the two populations included large, 
medium-sized, a.nd small high school student groups. Of lesser importance, 
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since the total geographical area involved in the testing program was 
relatively limited, schools selected for each population group represented 
all parts of the total geographical area. 
Arranging the Testing Program 
When the schools to be used for test administration had been 
selected from those available for selection, the problem of arranging a 
schedule for testing arose. Two major factors complicated the problem. 
In the first place, it was considered desirable to administer the 
test near the end of the stenographic training period. In view of this, 
the first of M~ was considered to be the earliest date on which testing 
should begin. On the other hand, all the schools selected indicated that 
the last week in May would be the latest possible week for testing. With 
a maximum of twenty school days in which to schedule fourteen testing 
days, allowing time for the numerous late-spring conflicts within the 
high schools, the question of arranging the testing schedule became an 
interesting jig-saw puzzle. 
Another complication arose in connection with the element of time 
involved in administering the test. Administration was found to take 
approximately two hours and twenty minutes. This represented, for most 
schools, three class periods. The extent to which the cooperating schools 
went to arrange uninterrupt.ed test periods of the length required may best 
be illustrated by the example of one school in which the principal 
rescheduled an assembly period for the school population of 1,200 students 
in order to permit the administration of the test to approximately twenty 
students. 
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Administration of the Tests 
The 200 students in Population 1 (P-1), representing seven of the 
fourteen schools selected, were presented with Battery I in written form, 
and this battery was administered first. Battery II was administered to 
Population 1 in orally dictated, typewriter-transcribed form. The presen-
tation of Battery II followed immediately the presentation of Battery I. 
The 200 students in Population 2 (P-2), representing seven of the 
fourteen schools selected, were presented with Battery I in orally dictated 
form, with this battery administered first. Battery II was administered 
to Population 2 in written farm. The presentation of Battery II followed 
immediately the presentation of Battery I. 
Table VITI presents a summary of the test administrations to the 
two population groups. 
TABLE VIII 
ORDER OF PRESENTATION OF THE PUNCTUATION TEST BATTERIES 
A.Dl-UNISTERED TO THE TWO STUDENT POPULATIONS 
Population 1 
Battery I 
Battery II 
Written Fom. 
Oral Fom. 
Population 2 
Battery I 
Battery II 
Oral Form 
Written Fom. 
To determine whether the order of presentation of the two forms, 
written and oral, would affect student performance, the written form was 
presented first to P-1 and the oral form was presented first to P-2. 
All testing was administered and directly supervised by the writer. 
In each school, regardless of the size of the group, all students were 
tested at the same time, following the same schedule. Administrative 
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procedures and time schedule were followed in all cases without significant 
variation. 
Fifteen minutes of testing time were allowed for each battery in its 
written form. All students finished the written form of the test within 
the time allowed. 
Seventy minutes of transcribing time were allowed for each battery in 
its orally dictated form. Maey students completed the transcription of the 
letters in this form of the test in less than the time allowed. Nine 
students failed to complete this part of the test in the time allotted. 
In each case, the student was allowed to complete the test in a brief over-
time period. The maximum overtime period required was ten minutes. 
A complete time schedule for test administration is presented in 
Appendix L. 
Correction of the Tests 
With 4,800 individual test letters to check for punctuation errors, 
it would have been helpful at this point to have had available a method of 
machine scoring. However, the nature of the transcription phase of the 
test precluded maChine scoring on the 2,400 test letters representing this 
form of presentation. For scoring the written form of the test, a simple 
correcting ke,y, with holes punched to reveal points of punctuation, was 
employed. This method proved to be both accurate and rapid. Since the 
punctuation errors were the only items of interest to be obtained from 
this part of the testing program, nothing was lost as a result of covering 
with the key all but the punctuation. 
On the other hand, since a correcting ke,r was not practical for use 
with the transcribed letters, owing to the great variety of letter 
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arrangements used by students, the correcting of these letters was time 
consuming. However, these letter transcripts contained much potentially 
useful and interesting information beyond the scope of the present study. 
In the process of checking the transcribed letters for punctuation errors, 
a considerable volume of additional data wa·s recorded. These data will 
be analyzed and reported following the completion of the present study. 
Scoring was accomplished on the basis of a maximum of twenty points 
for each letter, or a total of 120 points for each battery. Appendix G 
presents information concerning individual scoring points within each 
letter. No attempt was made to weight aey of the individual test items. 
Although some items are naturally more difficult than others in terms of 
student ability to apply the rules in transcription, no data :f'.rom previous 
research were available on which to base a weighting system. It is one of 
the purposes of the present study to obtain such objective data relative 
to item difficulty to support the subjective experience of transcription 
teachers. 
Errors were recorded b,y letter, form, and battery on a simple tally 
sheet, a separate sheet being used for each school group. A copy of this 
tally sheet is presented as Appendix P in this study. 
Student scores were recorded on a score sheet qy letter, form, and 
battery, with a separate score Sheet used for each school. A copy of this 
score sheet is presented as Appendix Q. 
Since all cooperating schools were assured that individual school and 
student test data would not be published, no attempt can be made in this 
report to compare school performance. However, a report has been sent to 
each school, in which the performance of the students tested in that school 
was compared with the performance of all students tested. In this study, 
the data have been analyzed and reported by population groups. 
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Reliability of Punctuation Test Based on Final Administration 
To support the conclusion, determined from the pilot stuqy at Attle-
boro High School, that the test was reliable, correlation coefficients 
based on the final test administration to 400 high school seniors were 
calculated. The split-test method (also known as the split-half method), 
corrected by the Spearman-Brown prophecy formula, was used.l 
A sampling of 50 papers of a total of 200 papers was used for each 
of the two batteries of the test and for each kind of test presentation, 
oral and written. The test papers were arranged alphabetically within 
schools, and every fourth paper, beginning with the fourth, was selected. 
Correlation coefficients for both batteries of the test, presented in 
both oral and written forms, were obtained and are reported in Chapter IV, 
Section B. 
Validity of Punctuation Test 
The punctuation test was assumed to have face validity since the rules 
tested were those found to be most frequently used in business correspond-
ence and since all of the tested rules were found to be included in modern 
textbooks in the field of business correspondence. However, it was 
considered advisable to determine validity of the test items through the use 
of a statistical procedure. 
To determine the validity of the test items used in the punctuation 
test, item analysis based on the concept of internal consistenc.y was used. 
All item analyses were computed using the Edgerton's Table technique. 2 
lRemmers, H. H., and Gage, N. L., Educational Measurement and Evalua-
tion, Harper & Brothers, New Yom, 1955, P• 595. -
~dgerton, Harold A., and Paterson, Donald G., Table of Standard Errors 
of Percentages for Varying Numbers of Cases, University of"'l!imesota, 
Undated, 105 pp. 
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Criterion groups used represented the upper 25 percent and the lower 25 
percent of the total of 400 test papers. Data representing a summation 
of both oral and written techniques of administration were used in the 
analysis of items for each of the two batteries. The method of scoring 
each item within each battery is described in detail in Chapter IV. 
On the basis of the item analysis, each of the twenty-five test items 
in each battery was accepted or rejected at the 1 percent level of signifi-
cance.l The findings obtained from the use of this statistical procedure 
are reported in Chapter IV, Section B. 
Differences in Student Performance on Oral and Written Forms 
of Punctuation Test 
One of the problems of major interest in the present study involved 
the question of whether or not there would be a difference in performance 
by student stenographers on the two forms of the punctuation test, oral 
and written. The null hypothesis assumed for purposes of this study was 
that there is no significant difference in the ability of students to use 
correct punctuation in a written punctuation test and the ability of 
students to use correct punctuation in an orally dictated test. 
To determine whether the null hypothesis Should be accepted or 
rejected, the critical ratio of the mean score difference between Battery I, 
written form, and Battery I, oral form, and the critical ratio of the mean 
score difference between Battery II, written form, and Battery II, oral 
form, were calculated.2 The mean and standard deviation for each battery 
lGarrett, Henry E., Statistics in Psychology and Education, Longrnans, 
Green and Compaey, New York, 1953, pp. 212-217. -
2~., P• 215. 
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in each form of presentation, together with the standard error of the 
difference in means, were required for these calculations and are reported 
with the critical ratios in Chapter IV, Section B. 
Effect of Order of Presentation of Written and Oral Forms 
of Punctuation Test 
In order to determine whether or not the order of presentation of the 
written and oral forms of the punctuation test affected the performance of 
student stenographers on the test, the two batteries were administered to 
the two student populations in the following order: Batte~J I was pre-
sented to Population 1 in its written form prior to the administration of 
Battery II in its oral form. On the other hand, Battery II was presented 
to Population 2 in its written form following the administration of Battery 
I in its oral form. Thus, the written form was presented first to one 
population and last to the other; the oral form was presented first to one 
population and last to the other. 
In each instance, the null hypothesis being tested was that the order 
of presentation of the written and oral forms of the punctuation test 
would cause no statistically significant difference in mean scores obtained. 
To test this hypothesis, a critical ratio expressing the significance of 
the difference between the mean scores for Batter,y I in written form (pre-
sented first) and Battery II in written form (presented last), and a 
critical ratio expressing the significance of the difference between the 
mean scores for Battery I in oral form (presented first) and Battery II 
in oral form (presented last) were calculated. 
The mean and standard deviation for each battery in each form of 
presentation, together with the standard error of the difference in means, 
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were required for these calculations, and are reported with the critical 
ratios in Chapter IV, Section B. 
Analysis of Difficulty of Test Items 
Item analysis based on the upper 25 percent of scores and the lower 
25 percent of scores was previously described in this chapter. It was 
considered desirable, in addition, to prepare an analysis of difficulty 
of the test items using all 400 test papers. The findings resulting from 
this analysis will be useful to teachers of transcription in determining 
the relative difficulty of the punctuation items tested based upon the 
experience of 400 high school seniors who had completed their stenographic 
training. 
For this analysis, each test item in every letter of both batteries 
was considered as a separate unit to be scored right or wrong. For 
example, usages of the comma which separates parenthetical expressions 
from the rest of the sentence occurred four times in each battery, invol v-
ing for each battery four separate opportunities for right or wrong 
responses. The findings of this analysis of item difficulty are presented 
in Chapter IV, Section B, and in Appendix R. 
Chapter IV provides an analysis and interpretation of the data obtained 
in both phases of the study. Section A presents the analysis and inter-
pretation of the data gathered in the study of punctuation used in business 
correspondence. Section B provides the analysis and interpretation of the 
data obtained from the presentation of the punctuation test prepared as 
part of this study. 
Chapter V is a summary of findings, conelusions, and reconnnendations. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
For effective organization and interpretation, the data are presented 
in this chapter in two sections. Section A presents an analysis and inter-
pretation of the data pertaining to the study of business correspondence 
in seventeen easternMassachusetts business establiShments. Section B 
presents an analysis and interpretation of the data pertaining to the 
preparation and administration of the oral and written forms of the punc-
tuation test. 
SECTION A 
ANALYSIS AND INTERPRETATION OF THE DA.TA OF THE 
STUDY OF BUSINESS OORRESPONDENCE 
Frequency of Occurrence of Punctuation Rules in 
Business Correspondence Analyzed 
Table IX presents data concerning the frequency of occurrence in the 
use of the ninety-nine punctuation rules observed in 120,000 running words 
of business correspondence. The rules are listed in order of frequenc.y 
of occurrence. 
This table provided the basis for the selection of punctuation rules 
to be included in the punctuation test prepared as part of this study. 
In addition, it will serve as a source of valuable information for tran-
scription teachers and others concerned with training personnel in the 
preparation of business correspondence. 
Rule No. 
(1) 
1 
4 
17 
16 
58 
37 
19 
21 
27 
20 
69 
28 
77-79 
TABLE IX 
NINEI'Y-NINE PUNCTUATION RULES LISTED IN ORDER OF FREQUENCY OF OCCURRENCE IN 120,000 RUNNING IDRDS 
OF OORRESPONDENCE REVIEWED IN SEVENTEEN BUSINESS ESTABLISHMENTS 
I Punctuation Stmllllary of Punctuation Rule Frequency of Percentage Occurrence of Total 
I (2) (3) {4) (5) 
Period To end a declarative or an imperative sentence 
I 
4,370 32.62 
Period After an abbreviation or with initials 1,977 I 14.76 
Conuna To separate the month (month and day) from the year 918 I 6.85 
Comma To separate the city from the state in an address I 812 I 6.06 
I Colon I Following salutation (when connna follows complimentary close) I 723 I 5.40 
I Comma I Following complimentary close (when colon follows salutation) 723 5.40 
I Comma I To separate an inverted clause from the main clause 594 4.43 
I Comma I To separate coordinate clauses joined with a conjunction 436 3.25 
I Comma I To follow an introductor,r expression 382 2.85 
Comma To set off a parenthetical expression 36o 2.69 
Hyphen With a compound modifier used before a noun I 229 I 1.71 
Comma ITo set off a nonrestrictive clause I 219 I 1.63 
I Apostrophe ITo indicate possessive singular or possessive plural I 185 I 1.38 
_, 
(X) 
Rule No. I Punctuation 
(1) 
5 
14 
11 
18 
42 
2 
56 
76 
82-83 
34 
49 
7 
57 
48 
(2) 
Period 
Comma 
Comma 
Comma 
Comma 
Period 
Colon 
Apostrophe 
Quotations 
Conuna 
Semicolon 
Question 
Colon 
Semicolon 
TABLE IX (Continued) 
Summar,y of Punctuation Rule 
(3) 
To separate dollars from cents 
With an appositive 
With a series of nouns, adjectives, et cetera 
To set off a title following a name 
Between a company name and Ltd. or Inc. 
At the end of a courteous request 
To introduce a tabulation or an enumeration 
With a contraction 
With a specially used word or phrase 
To separate groups of three digits in figures 
To separate compound coordinate clauses joined by a 
conjunction 
At the end of a direct question 
To separate hours from minutes in units of time 
To separate coordinate clauses not joined by a conjunction 
Frequency of I Percentage 
Occurrence of Total 
{4) 
182 
165 
160 
136 
107 
85 
74 
70 
65 
51 
50 
43 
36 
28 
{5) 
1.36 
1.23 
1.20 
1.02 
.so 
.63 
.55 
.52 
.49 
.38 
.37 
.32 
.27 
.21 
-..J 
\0 
TABLE IX (Continued) 
--·-·--·-
Rule No. Punctuation Summary of Punctuation Rule 
(1) (2) (3) 
96 Parentheses To enclose a parenthetical expression 
62 Colon To follow an introductory phrase before body of letter 
64 Hyphen With a compound figure or a compound proper name 
80 Quotations To enclose a direct quotation 
32 Comma Before a short, direct quotation 
84 Quotations With the name of a ship, train, plane, et cetera 
86 Dash Before a sudden change in thought 
13 Comma With words used in direct address 
50 Semicolon To separate clauses joined by conjunctive adverbs 
89 Dash To set off a parenthetical expression 
95 Dash To indicate the omission of the word to 
54 Semicolon To separate each part of a series of three or more clauses 
47 Conuna After each name in a series of firm names (except last two) 
23 Conuna After a parenthetical, introductory word or phrase (for 
instance, for example, et cetera) 
Frequency of 
Occurrence 
(4) 
23 
22 
19 
18 
16 
14 
14 
12 
10 
10 
8 
1 
6 
6 
Percentage 
of Total 
(5) 
.17 
.16 
.14 
.13 
.12 
.10 
.10 
.09 
.01 
.01 
.o6 
.05 
.05 
.o5 
()) 
0 
TABLE IX (Concluded) 
- ---------
Rule No. Punctuation Summary of Punctuation Rule Frequency of Percentage Occurrence of Total 
(1) (2) (3) (4) (5) 
9 Exclamation To express strong emotion 6 .o5 
40 Comma Following an absolute phrase 5 .04 
12 Comma Between coordinate adjectives not joined by a conjunction 5 .o4 
81 Quotations To enclose the title of an article, song, et cetera 4 .03 
6 Period After a letter or a figure marking a paragraph 3 .02 
97 Parentheses To enclose a figure in a legal document or a letter 3 .o2 
73 Hyphen To join certain prefixes to words 3 .02 
46 Comma To separate interdependent, antithetical clauses 2 .02 
6o Colon To introduce a long quotation 2 .02 
53 rules Totals 13,398 100.00 
Note: There were no occurrences of the following forty-five rules noted in the correspondence analyzed& 
Rules No. 3, 8, 10, 15, 22, 24, 25, 26, 29, 30, 31, 33, 35, 36, 38, 39, 41, 43, 44, 45, 51, 52, 53, 
55, 59, 61, 63, 65, 66, 67, 68, 70, 71, 72, 74, 85, 87, 88, 90, 91, 92, 93, 94, 98, and 99. 
Rule No. 75 (the hyphen used to divide a word at the end of a typewritten line) was not recorded since 
the application of the rule is entirely optional with the secretary. In the typing of modern corre-
spondence, the use of the hyphen is being avoided as much as possible. 
g? 
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An analysis of Table lX reveals a range in percentages of punctua-
tion usage from a ~ or 32.62 percent of the total occurrences for 
the period used at the end of a declarative or an imperative sentence to 
a minimum of .02 percent of total occurrences for the rules involving the 
period following a paragraph number, the parentheses enclosing figures in 
a legal document. or letter, the hyphen joining certain prefixes to words, 
the comma separating independent, antithetical clauses,_ and the colon 
int~oducing a long quotation. 
Fifty-four of the ninety-nine punctuation rules considered in this 
stu~ occurred one or more times in the correspondence analyzed. Forty-
.f'i ve rules were not used at all. The rule involving the use of the hyphen 
to divide words at the end of the typewritten line was not recorded since 
the use of the rule is optional and the hyphen is being avoided as much 
as possible in the typing of modern correspondence. 
Nearly one third, or 32.62 percent, of the total occurrences of rules 
in the correspondence reviewed involved the use of the period at the end 
of a declarative or an imperative sentence. The use of the period with 
initials or other abbreviations comprised 14.76 percent of the total 
occurrences. These findings should not unduly influence interpretation 
of the table with regard to the importance in business correspondence of 
rules less frequently used. For example, Rule No. 18, involving the use 
of a comma to set off a title following a name, in nineteenth place in 
order of frequency of occurrence, was found to be used in letter writing 
on an average of once in every five letters transcribed by the stenog-
rapher. This frequency of usage is certainly sufficient to warrant its 
inclusion in a transcription training program. Other rules should be 
considered accordingly. 
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Seven of the first ten and twelve of the first eighteen rules listed 
in order of frequency involved the use of the comma. Twenty of the 
fifty-four rules used in the business correspondence analyzed were rules 
involving the use of the comma and represented 38.20 percent of the total 
occurrences in the study. Five of the fifty-four rules were rules which 
involved the use of the period and represented 49.39 percent of the total 
occurrences. Together, the comma and the period accounted for 87.59 per-
cent of the total punctuation occurrences in the correspondence analyzed. 
Frequency of Occurrence of Letter Types 
in Business Corre~ondence A~zed 
Table X presents data concerning the frequency of occurrence of 
letter types observed in the business correspondence of the seventeen 
firms visited. Parkhurst' sl classification of business letter types, 
described in Chapter III, was used in the preparation of this table. 
The information in Table X was useful in this study as a basis for 
the selection of appropriate letter types to be used in the punctuation 
test. Beyond the scope of this study, Table X will assist teachers in the 
selection of appropriate letters for practice dictation and transcription. 
Analysis of Table X reveals a range in percentages of letter types 
used from a maximum of 20 percent of the total occurrences for the type 
of letter responding to an inquiry to a minimum of .14 percent for the 
type of letter refusing an order. Of the total of thirty-eight letter 
types considered in this study, thirty-six were used in the correspondence 
analyzed. Two of the letter types were not used at all. 
lparkhurst, ~· ~·, PP• 103-357 • 
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TABLE X 
THIRTY-EIGHT LEI'TER TYPES LISTED IN ORDER OF FREQUENCY OF OCCURRENCE 
IN 725 IEI'TERS REVIEWED IN SEVENTEEN BUSINESS ESTABLISHMENTS 
Letter Types Number of Number of Percentage Businesses Letters of Total 
(1) (2) (3) (4) 
*Response-to-Inquiry Letter 16 145 20.00 
*Sales Letter 12 85 11.72 
*Letter of Inquiry 15 77 10.62 
*Letter of Adjustment 13 63 8.69 
*Ordering Letter 10 38 5.24 
*Information re Wills and Accounts 2 34 4.69 
Letter of Acknowledgment 5 29 4.00 
Remittance Letter 7 25 3.45 
Inquir,y-Not-Clear Letter 7 21 2.90 
Collection Letter 8 21 2.90 
Acknowledgment of Application 7 16 2.21 
Letter Seeking NewAccount 5 13 1.79 
Letter of Appreciation and Goodwill 6 12 1.67 
Follow-up Letter 4 12 1.67 
Letter Granting Request 4 ll 1.52 
Letter Acknowledging Reservation 1 10 1.37 
Request for Credit Information 6 10 1.37 
Credit Inquiry 4 10 1.37 
Response to Credit Inquiry 4 10 1.37 
Letter of Claim or Complaint 6 9 1.24 
*These letter types were used in the present study in the preparation of 
the punctuation test. 
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TABLE X (Concluded) 
Letter Types Number of Number of Percentage Businesses Letters of Total 
(1) {2) (3) {4) 
Letter to Retain Account 4 8 1.10 
Letter of Recommendation 5 7 .97 
Letter Asking a Favor 4 7 .97 
Goods-Out-of-Stock Letter 4 6 .83 
Letter of Congratulations 4 6 .83 
Refusal of Request 4 5 .69 
Letter Making a Reservation 3 5 .69 
Accepting or Declining a Speaking 3 5 .69 
Engagement 
Reference Letter for Application 4 5 .69 
Letter Announcing an Appointment 4 5 .69 
Defective Order Letter 3 3 .41 
Letter of Introduction 3 3 .41 
Letter Reviving an Account 3 3 .41 
Letter Accepting Credit 2 3 .41 
Letter Refusing Credit 2 2 .28 
Letter Refusing Order 1 1 .14 
Letter Accepting or Declining an 0 0 .oo 
Appointment 
Letter Securing a Speaker 0 0 .oo 
Totals 725 100.00 
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In consideration of the fact that the nor-mal function of business 
involves the maintenance of good customer and creditor relations, it seems 
logical that the most commonlY used letter types were found to be the 
response-to-inquir,y letter, the sales letter, the letter of inquiry, the 
letter of adjustment, and the ordering letter. The letter of infor.ma-
tion concerning wills and accounts was a commonly used letter type in the 
· tloiO banks visited. These six most commonly used letter types were used 
in the punctuation test prepared as part of this study. Together, the six 
t,ypes were represented by 60.96 percent of all of the letters analyzed. 
SECTION B 
ANALYSIS AND INTERPRETATION OF THE DATA RELATING TO THE 
.AllJfiNISTRATION OF THE PUNCTUATION TEST 
Introduction 
Chapter III includes all the pertinent details concerning the prepara-
tion of the oral and written forms of the punctuation test used in this 
study'. The remaining section of Chapter IV presents the analysis and 
interpretation of the data obtained from the administration of the test to 
high school senior transcription students. 
Pilot Test Administration to Determine Reliability of Test 
Prior to the administration of the punctuation test to 400 high school 
senior stenographic students, it was considered advisable to determine the 
reliability of the test. For this purpose, the test was administered to 
thirty senior students at Attleboro High School. 
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Reliability of the test was determined through use of the Spearman 
rank-difference method of computing correlation.! The formula for this 
statistical technique is as follows: 
A rank-difference correlation of +.89 between the scores of students 
on Battery I and the scores of students on Battery II was obtained, indi-
eating a relatively high positive relationship existed between the two 
batteries. 
Reliability of Test Based on Final Administration 
To support the relatively high positive correlation between test bat-
teries obtained through use of the rank-difference method, reliability 
coefficients based on the final test administration to 400 high school 
seniors were calculated. For this purpose, the split-test method (also 
referred to as the split-half method), corrected by the Spearman-Brown 
prophecy formula, was used.2 
The formula for determining reliability using the split-test method, 
based on a computation of r from an assumed mean of zero, is as follows: 
ZXY-NMxMy 
r (half test) • 2 2 Z 2 
-./ ZX - NMx :1\/BY - NMY 
The Spearman-Brown prophecy formula is expressed as follows: 
r (whole test} • 2(reliability of half test) 
1 + (reliability of half test) 
lsimpson and Kafka, loc. ~· 
2Remmers and Gage, loc. cit. 
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A sampling of 50 papers of a total of 200 papers was used for each 
of the two batteries of the test and for each kind of test presentation, 
oral and written. The method used to obtain the sampling was as follows: 
Test papers were arranged alphabetically within schools, and ever,y fourth 
test paper, beginning with the fourth, was selected. 
The reliability coefficients determined by use of the split-test 
method, corrected by use of the Spearman-Brown prophecy formula, are 
reported in Table XI. 
TABLE XI 
RELIABILITY COEFFICIENTS FUR PUNCTUATION TEST 
USING SPLIT-TEST ~OD 
Battery Population Form in Which Reliability Reliability Presented (Half Test) (Whole Test) 
(1) (2) (3) (4) {5) 
I 1 Written +. 7lt>9 +.85 
I 2 Oral +.6677 +.80 
II 2 Written •• 7846 +.88 
II 1 Oral +.8844 +.94 
The reliability coefficients of both batteries of the test, presented 
in both oral and written forms, ranged from +.80 to +.94. These coeffi-
cients represented consistently high correlations. 
Validity of Test 
The punctuation test prepared and used in this study was considered 
to have face validity for the following reasons: 
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1. Based on the analysis of business correspondence previously 
reported, the punctuation rules tested were found to be those 
most frequently in use in business offices at the present t:ilne. 
2. The authors of modern textbooks in the field of business corre-
spondence and business English unanimously include the rules 
tested in their consideration of the application of punctuation 
in business letter writing. 
However, it was considered advisable to determine validity of the 
test items through the use of a statistical procedure. For this purpose, 
an item analysis based on the concept of internal consistency was 
empla.yed. All item analyses were computed using the Edgerton's Table 
technique.l The formula for determining the standard error of the dif-
ference is as follows: 
Criterion groups represented the upper 25 percent and the lower 25 percent 
of the total of 400 test papers. Data for each of the two batteries repre-
sent a summation of both oral and written techniques o:f administration. 
Each item o:f the test occurred in each battery from two to twelve 
times, depending upon the type of i tern. Appendix G illustrates item 
occurrence in the letters of both batteries. Fbr determining the right 
and the wrong responses required for the item analysis, scoring was accom-
plished as indicated in Table XII. An item was considered right for the 
whole battery if the percentage of correct responses for the item in the 
battery was at least as great as indicated in Table XII. Two examples of 
lEdgerton, loc. cit. 
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TABLE ni 
MINlMUM REQUIRED PERCENTAGES OF CORRECT RESPONSES PER BATTE..~Y 
FDR CONSIDERATION OF ITEM AS CORRECT IN BA.Tl'ERY 
Number of Item 
Occurrences in 
Each Battery 
2 
4 
6 
12 
Minimum Required 
Correct Responses 
Each Battery 
2 
3 
4 
9 
Minimum Required 
Percentages of 
Correct Responses 
Each Battery 
100 
75 
67 
75 
the procedure used :follow: If an item occurred twice within a battery, 
both occurrences had to be handled correctly or the item was considered 
to be wrong. If an item occurred six times within a battery, at least 
four of the six occurrences had to be handled correctly or the item was 
considered to be wrong. 
Table XIII presents the data resulting from this item analysis. 
Analysis of this table revealed that sixteen of the twenty-five items in 
Battery I (or 64 percent) met the criterion of discrimination on the total 
test score at the 1 percent level of significance, and that seventeen of 
the twenty-five items in Battery II (or 68 peraent) met the criterion of 
discrimination on the total test score at the 1 percent level of signifi-
cance. 
The comparability of the two batteries was illustrated by the fact 
that, except in one instance, the criterion of acceptance or rejection was 
consistent for similar items appearing in Battery I and in Battery II. 
The only item in which there was inconsistency was in the measurement of 
Rule No. 76, the use of the apostrophe in a contraction. This item was 
Item Rule 
(1) (2) 
1 1 
2 2 
3 4 
4 6 
5 7 
6 11 
7 14 
8 16 
9 17 
10 18 
u 19 
12 20 
13 21 
TABLE XIII 
ITEM DIFFICULTY AND CRITICAL RATIOS BASED ON UPPER AND LOWER 25 PERCENt' OF 400 TEST PAPERS 
USING THE EIX1ERTON 1 S TABLE TECHNIQUE 
--- ------ ---- ---------- -------· ---- --
Battery I Battery II 
p Rule *Difficulty *Difficulty Crit. 1% *Difficulty *Difficulty 
Upper 25% Lower 25% Ratio Level Upper 25% Lower 25% 
(3) (4) (5) (6) (7) (8) (9) (10) 
• 
Declarative, imperative 100 98 1.42 Rej. 100 99 
• Courteous request 89 72 3.11 Ace. 87 66 
• 
Abbreviation, initials 100 97 1.76 Rej. 100 98 
• Smns o.f money 100 100 .oo Rej. 100 100 
? Direct question 95 59 6.70 Ace~ 93 65 
, Series of words, phrases 91 50 7.09 Ace. 93 56 
, Appositive 96 59 6.99 Ace. 99 49 
, Address 100 100 .oo Rej. 100 97 
, Date 100 100 .oo Rej. 100 100 
, Title following name 96 47 9.10 Ace. 97 36 
, Inverted dep. clause 98 77 4.75 Ace. 97 39 
, Parenthetical 85 38 7.73 Ace. 76 11 
, Coord. clauses, conj. 83 45 6.07 Ace. 81 32 
*Percentage estimate of item difficulty 
--
-
Crit. 1% 
Ratio Level 
(11) (12) 
1.00 Rej. 
3.62 Ace • 
l.h2 Rej. 
• oo Rej • 
5.13 Ace. 
6.57 Ace. 
9.82 Ace. 
1.76 Rej. 
.oo Rej. 
11.98 Ace. 
11.19 Ace. 
12.26 Ace. 
8.03 Ace. 
t5 
TABLE XIII (Concluded) 
- -- -------- ---- - - -----------------· --
Batte_rr_ I 
Item Rule p Rule *Difficulty *Difficulty Crit. 
Upper 25% Lower 25% Ratio 
(1) (2) (3) (4) (5) (6) (7) 
14 27 , Introductory 99 72 5.86 
15 28 , Nonrestrictive clause 84 29 9.h5 
16 34 , Figures 95 74 4.27 
17 37 , Complimentary close 100 91 1.76 
18 42 , Inc., Ltd. 70 19 8.45 
19 48 . Coord. clauses, no conj. 74 11 11.71 , 
20 56 : Before enumeration 93 45 8.52 
21 57 : Units of time 100 91 1.76 
22 58 : Salutation 100 96 2.00 
23 69 
-
Compound adjective 58 ll B.ll 
24 76 ' Contraction 100 98 1.)~2 
25 71-19 ' Possessive 78 05 15.69 
*Percentage estimate of item difficulty 
1% *Difficulty 
Level Upper 25% 
(8) (9) 
Acc. 98 
Acc. 88 
Acc. 6o 
Rej. 100 
Acc. 48 
Ace. 70 
Ace. 96 
Rej. 100 
Rej. 100 
Acc. 54 
Rej. 100 
Acc. 72 
Batt~:rx_ II 
*Difficulty 
Lower 25% 
(10) 
75 
14 
16 
97 
07 
04 
37 
98 
98 
05 
86 
10 
Crit. 
Ratio 
(ll) 
5.08 
15.61 
7.19 
1.76 
5.79 
13.17 
11.34 
l.l.~2 
1.42 
8.97 
4.oo 
11.48 
1% 
Level 
(12) 
Acc. 
Acc. 
Acc. 
Rej. 
Acc. 
Acc • 
Acc. 
Rej. 
Rej. 
Acc. 
Acc. 
Acc. 
'() 
1\) 
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accepted in Battery II and rejected in Battery I. Although there seems 
to be no obvious reason for this difference, it was interesting to note 
that the item was accepted in Battery II with one of the lowest critical 
ratios (4.00) of all items accepted, and that the item was rejected in 
Battery I with one of the highest critical ratios (1.42) of all items 
rejected. 
Examination of the items rejected in both batteries of the test 
revealed that these items represent rules most commonly used in letter writ-
ing. These rules, involving the punctuation of declarative sentences, 
abbreviations, sums of money, addresses, dates, salutations, complimentary 
closes, and expressions of time, are used ~ students and professional 
secretaries daily. These items had such a low degree of difficulty that 
the,y did not discriminate between students in the upper and lower groups. 
Differences Between Oral and written Presentations of Battery I 
Figure 1 presents the distribution of scores for Battery I, with the 
distribution of scores on the written form of the test indicated ~ a solid 
line and the distribution of scores on the oral form of the test indicated 
by a broken line. Examination of the figure revealed a somewhat skewed 
distribution for both oral and written forms of the test, with the lower 
tail of the skew representing extensive spread in the lower score groups. 
Observation of the figure also clearly indicated that scores on the written 
form of the test were in general much higher in range than those on the 
oral form. This indicated a tendency on the part of students to give less 
attention to punctuation in the oral form of the test than they gave to 
punctuation in the written form of the test. 
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Table XIV presents the critical ratio expressing the significance of 
the difference between the mean scores of Batter.y I administered in written 
form and Batter,y I administered in oral form. 
TABLE XIV 
CRITICAL RATIO OF MEAN SCORE DIFFERENCE BETWEEN 
BATTERY I, WRITTEN, AND BATTERY I, ORAL 
Batter.y and Form N Mean S.D. SEdiff. Diff. of Presentation 
Battery I, Written 200 102.20 8.95 
.88 7.98 
Battery I, Oral 200 94.22 8.71 
Critical 
Ratio 
9.06 
The null hypothesis assumed in this instance was that there is no sig-
nificant difference between the ability or students to use correct punctua-
tion in a written punctuation test and the ability or students to use correct 
punctuation in an oral punctuation test. Since a critical ratio of 9.06, well 
above the 1 percent level or significance (2.58)' indicates that the differ-
ence in means is statistically significant, the null hypothesis is rejected. 
students performed with much more accuracy on the written form or the 
test than they did on the oral form. This was interpreted to mean that 
transcription students know more about commonly used punctuation rules than 
they display when the,y transcribe orally dictated business letters. In 
transcribing, a process demanding attention to many kinds or activities 
simultaneously, it becomes more difficult for the stenographer to give 
adequate attention to the problem or punctuating. 
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Difference Between Oral and written Presentations of Battery II 
Figure 2 presents the distribution of scores for Battery II, with the 
distribution of scores on the written form of the test indicated by a solid 
line and the distribution of scores on the oral form of the test indicated 
by a broken line. Examination of the figure revealed a somewhat skewed 
distribution for both oral and written forms of the test, with the lower 
tail of the Skew representing extensive spread in the lower score groups. 
Observation of the figure also clearly indicated that scores on the written 
form of the test were in general muCh higher in range than those on the 
oral form. .As in Battery I, this indicated a tendency on the part of stu-
dents to give less attention to punctuation in the oral form of the test 
than they gave to punctuation in the written form of the test. 
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Table XV presents the critical ratio expressing the significance of 
the difference between the mean scores of Battery II administered in written 
form and Battery II administered in oral form. 
TABLE XV 
CRITICAL RATIO OF MEA.N SCORE DIFFERENCE BETWEEN 
BATTERY II, "WRITTEN, AND BATTERY II, ORAL 
Battery and Form N Mean S.D. SEdiff. Diff. of Presentation 
Battery II, Written 200 103.77 9.71 
1.03 5.55 
Battery II, Oral 200 98.22 10.94 
Critical 
Ratio 
5.38 
The null hypothesis assumed in this instance, as with Battery I, was 
that there is no significant difference between the ability of students to 
use correct punctuation in a written punctuation test and the ability of 
students to use correct punctuation in an oral punctuation test. Since a 
critical ratio of 5.38, well above the 1 percent level of significance, 
indicates that the difference in means is statistically significant, the 
null hypothesis is rejected. 
Students performed with much more accuracy on the written form of the 
test than they did on the oral fonn. As previously stated, this indicates 
that transcription students know more about the commonly used punctuation 
rules than they display when they transcribe orally dictated business let-
ters. 
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Effect of Order of Presentation, written Form of Punctuation Test 
Battery I of the punctuation test was presented in its written form 
to Population 1 prior to the administration of Battery II in its oral form. 
Battery II of the punctuation test was administered in its written form to 
Population 2 following the administration of Battery I in its oral form. 
This difference in order of presentation was arranged to test the following 
null hypothesis: That order of presentation of the written form of the 
test (preceding or following the oral form) will not significantly affect 
the difference between the mean scores obtained. 
Table XVI presents the critical ratio expressing the significance of 
the difference between the mean scores for Battery I in written form (pre-
sented first) and Battery II in written form (presented last). 
TABLE XVI 
CRITICAL RATIO OF MEAN SCORE DIFFERENCE BETWEEN BA.TTERY I, WRITTEN PURM, 
PRESENTED FIRST AND BATTERY II, WRITTEN PURM, PRESENTED LAST 
Battery and Form N Mean S.D. SEdiff. Diff. Critical of Presentation Ratio 
Battery I, Written 200 102.20 8.95 
(First) 
.93 1.57 1.68 
Battery II, written 200 103.77 9.71 
(Last) 
Since a critical ratio of 1.68 is below the 1 percent level of signifi-
cance, the null hypothesis stated above is retained. It is obvious that 
varying the order of presentation of the written form of the test has no 
significant effect upon the mean scores obtained. The test in its written 
form is easier for the student to complete since he has only one task to do. 
In the written fo~, he is required only to fill in punctuation wherever it 
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is missing in the typewritten letters presented to him. On the other hand, 
in the oral form, he nmst concentrate on reading shorthand, on typing, 
spelling, and dividing words, and on punctuating. Because the written 
form is relatively easy, each student would be likely to display his maxi-
mum knowledge of punctuation regardless of the order of presentation. 
For the students who completed the written form of the test af'ter 
completing the oral form, the question of practice effect from the oral 
form must be considered. Since punctuating in the oral form was only one 
of several important activities with which the students had to be concerned, 
and since the attention of the students while worlting on the oral form had 
not been drawn in any way to punctuation, it can be assumed that ver,y little 
practice effect would be experienced in the completion of the oral form 
first. 
On the other hand, the question of student fatigue resulti.ng from the 
long work period on the oral form of the test prior to the administration 
of the written form must be considered. It could be assumed that students 
would not perform as well on the written form a.rter a long period of work 
on the oral form. Obviously, however, fatigue was not a significant factor. 
This can probably be explained b,y assuming that the relativelY simple writ-
ten form of the test, representing a complete change in technique of admin-
istration, provided a new stimUlus to the students. 
Effect of Order of Presentation, Oral Form of Punctuation Test 
Batter,y I of the punctuation test was presented in its oral form to 
Population 2 prior to the administration of Battery II in its written form. 
Battery II of the punctuation test was presented in its oral form to Popu-
lation 1 following the administration of Battery I in its written form. 
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This difference in order of presentation was arranged to test the follow-
ing null hypothesis: That order of presentation of the oral form of the 
test (preceding or following the written form) will not significantly 
affect the difference between the mean scores obtained. 
Table XVII presents the critical ratio expressing the significance 
of the difference between the mean scores for Battery I in oral form 
(presented first) and Battery II in oral form (presented last). 
TABLE XVII 
CRITICAL RATIO OF MEAN SCORE DIFFERENCE BEI'WEEN BATTERY I, ORAL FORM, 
PRESENI'ED FIRST AND BATTERY II, ORAL FORM, PRESENTED LAST 
Battery and Form N Mean S.D. SEdiff. Diff. Critical of Presentation Ratio 
Battery I, Oral 200 94.22 8.71 
(First) 
.99 4.00 4.04 
Battery II, Oral 200 98.22 10.94 
(Last) 
Since a critical ratio of 4.04 is above the 1 percent level of signifi-
cance, the null hypothesis stated above is rejected. It is obvious that 
varying the order of presentation of the oral form of the punctuation test 
does have a significant effect upon the mean scores obtained in favor of 
the presentation of the oral form last. Th:i.s difference was probably 
attributable to the practice effect experienced by the students who com-
pleted the written form first. The written form of the test directs 
attention solely to punctuating and provides a fifteen-minute exercise in 
punctuating business letters. It seems fair to assume that students who 
were given this practice advantage, and whose attention was thus directed 
to one of the many transcription factors, would be inclined to pay more 
attention to that factor when working with the more complex oral form. 
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The problem of fatigue would normally not be L~portant in this 
instance since the fifteen-minute exercise in punctuating the written form 
of the test would not be likely to prove fatiguing to most students. 
Difficulty Analysis of Test Items 
Appendix R is a table presenting an analysis of item difficulty for 
each item in each battery, in both oral and written fonns. All 400 test 
papers were used for this error analysis. Each test item in every letter 
of both batteries was considered a separate unit for purposes of this 
analysis. For example, opportunities for the use of the comma to separate 
parenthetical expressions from the rest of the sentence occurred four 
times in each battery. In this instance, therefore, there were considered 
to be four separate opportunities for right and wrong responses. 
Inspection of the table shows that there is a high degree of consist-
ency of response among the items of each battery, whether presented in 
oral or in written form. However, maqy of the test items appear to be 
more difficult when presented in oral form. Most important in this gToup 
are the comma with an inverted dependent clause, the comma with a paren-
thetical expression, the comma in figures, and the comma which separates 
Inc. or Ltd. from the rest of a company name. 
Teachers of transcription will find Appendix R of value in determining 
the relative difficulty of punctuation items experienced by average high 
school senior transcription students. 
CHAPTER V 
SUMMARY OF FINDINGS, CONCLUSIONS, AND RECOWJ.ENDATIONS 
Statement of the Problem 
The major purposes of this study were twofold: (1) To detennine 
through an analysis of the correspondence of representative business 
establishments which of the many rules or punctuation were commonly being 
applied in modern business letter writing; and (2) to determine through 
the use of a punctuation test the degree of accuracy with which student 
stenographers could punctuate correspondence presented in written form 
for correction and in oral form for transcription. 
Summary of Procedures 
In summary form, the research methods and procedures utilized in 
this study were as follows: 
1. Abney' s1 list or punctuation rules, prepared as part or a doc-
toral study in 1943, was revised through a comparison of the 
rules included therein with those found in Parkhurst 1 s2 business 
communications textbook. 
2. From the revised list of punctuation rules, a check sheet was 
prepared for use in the study of correspondence in representative 
business establishments. 
lAbney, ~· ~· 
2parkhurst, 2£• ~., pp. 413-467. 
1<1,. 
3. Seventeen business firms in eastern Massachusetts were selected, 
and arrangements were made . to analyze their correspondence. 
4. Using the check sheet previously prepared, 120,000 running words 
of correspondence were analyzed, and all possible applications 
of punctuation rules were recorded. 
5. The data from the study of correspondence were analyzed and rules 
were listed in the order o:t frequency of use. Letter types were 
' 
also listed in the order o£ frequency of use. 
I 
' 
6. A punctuation test composeq of twelve 165-word business letters 
' 
' 
was prepared in four forms ;or three letters each, and in two 
' I 
batteries of two forms each. The test was submitted to a conunittee 
I 
of English and education prbfes~ors for criticism and revised in 
accordance with suggestions made. 
7. The twelve letters were (1) duplicated for presentation in written 
form and (2) tape recorded for presentation in orally dictated 
form. 
8. To secure the information required for preparing adrninistrati ve 
instructions and time schedules, the test was administered to two 
groups of fourteen stenographic students each at the Boston Uni-
varsity College of Business Administration. 
9. A second preliminary test administration was accomplished with a 
class of thirty senior stenographic students at Attleboro High 
School. Battery I was administered first in written form. Three 
weeks later, Battery II was administered to the same students, 
again in written form. The purpose of this testing was to deter-
mine the reliability of the two batteries. Spearman' s rank-
difference method of computing the correlation coefficient was 
employed. 
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10. A study was made of the public high schools in all cities and 
towns in eastern Massachusetts which would be available for final 
test administration. Fourteen high schools were selected, based 
upon an analysis of population figures and enrollment figures in 
the public high schools of the available cities and towns. 
11. The test was presented to 400 senior stenographic students in the 
fourteen selected high schools to determine the extent of trans-
fer of learned punctuation rules, as indicated by performance on 
the written form of the punctuation test, to the practical situa-
tion of transcribing, as indicated by performance on the oral 
form of the test. 
12. The tests were corrected and all errors and scores were recorded 
on previously prepared tally sheets. 
13. The data were analyzed and interpreted. Statistical techniques 
were used as follows: 
a. Reliability coefficients were calculated, employing the split-
test method, corrected by the Spearma~Brown prophecy formula. 
These correlation coefficients were obtained to support the 
evidence of reliabilit,y of the test previously determined by 
use of the Spearman rank-difference method. 
b. To support the assumption that the test had face validity, 
an item analysis based on the concept of internal consisten~ 
was employed. Item analyses were computed with the use of 
Edgerton's Tables. Test items were accepted or rejected at 
the 1 percent level of significance. 
c. Means and standard deviations were determined for each Battery 
for each technique of presentation, oral and written. These 
were required for computation of critical ratios. 
1~ 
d. To test the null hypothesis that there is no significant 
difference in the performance of students on written and 
oral punctuation tests, critical ratios of the mean score 
difference between Battery I in written form and Battery I 
in oral form and between Battery II in written form and 
Battery II in oral form were computed. 
e. To test the null hypothesis that there is no significant 
difference in the performance of students on the written 
form of the punctuation test caused by order of presenta-
tion, a critical ratio of the mean score difference between 
Battery I in written form presented first and Battery II in 
written form presented last was computed. 
f. To test the null hypothesis that there is no significant 
difference in the performance of students on the oral form 
of the punctuation test caused by order of presentation, 
a critical ratio of the mean score difference between Battery 
I in oral form presented first and Battery II in oral form 
presented last was computed. 
g. To determine the relative difficulty of the test items for 
the guidance of teachers concerned with the teaching of punc-
tuation in transcription, a difficulty analysis based on all 
of the 400 test papers was completed. 
14. A SQmmary of the findings, conclusions, and recommendations of 
the stuqy was prepared. 
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Limitations of the Study 
Several limitations of the stuqy have been stated or implied in the 
foregoing pages. These limitations may be summarized as follows: 
1. The punctuation rules selected for use in this study are based 
on research limited to business correspondence and do not 
necessarily agree wholly with those in the general field of 
English. 
2. Because the rules of punctuation are not pemanently fiXed, and 
because the trend is toward s:ilnplification of punctuation, any 
listing of rules to be taught should be modified in terms of 
current research. Authors, teachers, and researchers who might 
use the list of rules set forth in this study should, therefore, 
make certain that all rules as stated are currently acceptable. 
3. The geographical area from Which representative business estab-
lishments and high school populations were obtained was limited 
to eastern Massachusetts. This limitation with its possible 
implications must be considered When interpreting the findings of 
the study for use in any other geographical area. 
4. Although the student populations used for testing were carefully 
selected on the basis of several significant criteria, it should 
be understood that the.y were not obtained b,y random sampling. 
However, it is believed that the populatiom employed in the study 
are typical of those which might be selected in most parts of the 
country. 
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Summary of Findings 
1. The analysis of 120,000 running words of correspondence in seventeen 
business establishments revealed that punctuation marks used totaled 
13,396, an apProximate average of one punctuation mark for every nine 
words. 
2. Fifty-four of the ninety-nine punctuation rules considered in the 
study occurred one or more tines. Forty-five of the ninety-nine rules 
were not used in the correspondence analyzed. 
3. Among the fifty-four rules occurring one or more times in the corre-
spondence reviewed, there was a range in percentage of use from a 
maximum of 32.62 percent of the total punctuation occurrences for the 
period used at the end or a declarative or an imperative sentence to 
a minimum of .02 percent of total punctuation occurrences for five of 
the fifty-four rules. 
4. or the ninety-nine rules, nineteen were represented b,y 1 percent or 
more each of the total punctuation occurrences. The nineteen rules, 
approximately 19 percent of the total rules, represented 93.84 percent 
of all punctuation marks used in the correspondence. The twenty-nine 
rules selected for use in the punctuation test prepared for this study 
represented 98.38 percent of the total punctuation marks used in the 
correspondence. 
5. The analysis of business correspondence revealed that thirty-six or 
the thirty-eight letter types considered in the study occurred one or 
more times. Two of the letter types were not used in the correspond-
ence analyzed. In the 725 letters reviewed, occurrence of letter types 
used ranged from a maximum of 20 percent of the total letters for the 
response-to-inquiry letter to a minimum of .14 percent for the refusal-
of-order letter. 
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6. Of the thirty-eight letter types, twenty-one were represented qy 
1 percent or more of the total of 725 letters analyzed. The twenty-one 
letter types, or 55.26 percent of the total types, represented 90.89 
percent of the total number of letters. The six letter types selected 
for use in the punctuation test prepared in this stuqy represented 
60.96 percent of the total number of letters. 
7. The average length of the 725 letters reviewed in the study was 167 
words, and the average number of punctuation marks found in each letter 
was eighteen. 
8. The reliability of the punctuation test prepared for the study, based 
on a preliminar,y administration in written form to thirty high school 
seniors, and using the Spearman rank-difference method of computing 
correlation, was +.89. 
9. Reliability coefficients for the punctuation test administered to 400 
high school seniors, and using the split-test method corrected by the 
Spearman-Brown prophecy formula, were +.85 for Battery I in written 
form, +.80 for Battery I in oral fom, +.88 for Battery II in written 
form, and +. 94 for Battery I in oral form. 
10. Item analysis, based on the concept of internal consistenc.y and employ-
ing the Edgerton's Table technique, revealed that sixteen of the twenty-
five items in Battery I (or 64 percent) met the criterion of discrimi-
nation on the total test score at the 1 percent level of significance, 
and that seventeen of the twenty-five items in Battery II (or 68 percent) 
met the criterion of discrimination on the total test ecore at the 
1 percent level of significance. 
11. The criterion of acceptance or rejection was consistent for similar items 
appearing in Battery I and in BatterY" II in twenty-four of the twenty-
five items. 
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12. The eight items rejected in both batteries had such a low degree of 
difficulty that they did not discriminate between students in the 
upper and lower groups. All eight items represented punctuation 
rules in common use. Six of the eight punctuation rules represented 
qy these rejected items were the rules found to have the highest 
frequency of occurrence in the analysis of business correspondence. 
13. A score of 120 represented a perfect score for each battery presented 
in each form. The scores for 200 students on Battery I presented in 
written form ranged from 66 to 117, with a mean score of 102.20 and 
a standard deviation of 8.95. Scores for 200 students on Battery I 
presented in oral form ranged from 64 to 112, with a mean score of 
94.22 and a standard deviation of 8. 11. Scores for 200 students on 
Battery II, written form, ranged from 78 to 119, with a mean score 
of 103.77 and a standard deviation of 9. 71. Scores for 200 students 
on Battery II, oral form, ranged from 70 to 117, with a mean score of 
98.22 and a standard deviation of 10.94. 
14. The critical ratio of the difference in mean scores between Battery I 
presented in written form and Battery I presented in oral form was 
9.06. The critical ratio of the difference in mean scores between 
Battery II presented in written form and Battery II presented in oral 
form was 5.38. The mean scores on the written forms of Battery I and 
Battery II were significantly higher than were the mean scores on the 
oral forms. 
15. The critical ratio of the difference in mean scores between Battery I 
in its written form presented first and Battery II in its written form 
presented last was 1.68. The difference between the mean scores on 
the written form of the test presented prior to the oral form and on 
lll 
the written form of the test presented following the oral form was 
not statistically significant. 
16. The critical ratio of the difference in mean scores between Battery I 
in its oral form presented first and Battery II in its oral form 
presented last was 4.04. When the punctuation test was presented in 
its oral form following the presentation of the written form, the 
mean score was significantly higher than when it was presented in its 
oral form first. 
17. An analysis of item difficulty for the twenty-five test items, includ-
ing both batteries in both oral and written forms of presentation, 
revealed a range in percentage of items correctly handled by the 400 
students from 100 percent in the instance of the comma used to separate 
the month and the day from the year in a date to 22.72 percent in the 
instance of the hyphen used with a compound adjective before the noun 
it modifies. 
Conclusions and Recommendations 
1. Although there are approximately 100 commonly recognized rules for the 
use of punctuation marks, only about 50 percent of these rules are 
used in modern business correspondence, and about 25 percent of the 
rules may be considered to be in common use. 
2. Although there are approxiJnately thirty-eight different letter types 
used in business correspondence, approximately 50 percent of these 
letter types comprise 90 percent of all modern business correspondence. 
). The punctuation test prepared in this study is useful both as a diag-
nostic test in its written form to be administered in the early stages 
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of stenographic training and as an achievement test in both forms to 
be used at the end of either or both of the two years of training 
normally provided in the high school or junior college stenographic 
course. Used as a diagnostic test, the punctuation test would focus 
attention in general on the more important rules of punctuation used 
in the test and would focus attention in particular on thcs e rules 
in which the students made the greatest number of errors. 
4. Although eight punctuation test items of the total of twenty-five 
were rejected in the study because they failed to discriminate between 
the upper and lower score groups, these eight items should probably be 
retained in the test when it is used for instructional purposes. This 
would be especially important when the test is used for diagnostic 
purposes. In the present study, the test was administered to students 
completing the two-year training program. These students made consist-
ently high scores in the eight rejected items. It does not necessarily 
follow that beginning students, to whom the test could be given as a 
diagnostic instrument, would score as well on the same items. Impor-
tant weaknesses in the use of these conun.on forms of punctuation might 
be revealed, and remedial work could begin at once, if the items were 
retained. 
5. High school students, even at the end of an intensive two-year steno-
graphic training program, differ widely in their ability to punctuate 
business correspondence as indicated by the range in test scores. 
The range in scores could be narrowed considerably and the mean score 
raised appreciably if teachers and students were to give prime atten-
tion to the application in transcription of the commonly used rules 
of punctuation. 
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6. The punctuation test is more difficult in its orally dictated form 
than it is in its written form. Students obviously do not have as 
much success in solving the important problem of punctuation in 
business correspondence when they are transcribing from shorthand 
notes as they have when they are punctuating typewritten material 
presented for correction. 
7. In this stuqy, students who completed the oral form of the punctua-
tion test after having had their attention directed to punctuation 
through presentation of the written form of the test performed 
better on the oral form than did the students who completed the oral 
form prior to the written form. The difference was statistically 
significant. The fact that the improvement in scores obviously 
resulted from directing attention to the punctuation factor indicates 
that a little practice and direction will go a long way toward 
improving the performance of stenographers in punctuating transcribed 
business correspondence. 
8. Punctuation is a vital part of written communication, and a practical, 
working knowledge of the application of punctuation rules in the 
preparation of written business communications is both necessary and 
difficult to attain. Teachers should use the findings of this stucy 
for constructing and improving instructional materials which empha-
size the commonly used punctuation rules and the commonly used letter 
types for the purpose of improving the educational preparation of 
stenographers and secretaries. They should make certain that students 
benefit from the many opportunities for carefully directed practice 
in the application of punctuation rules in transcription. They 
cannot assume that students will automatically apply in transcription 
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of shorthand notes the rules they have learned to apply in the English 
class. Teachers should begin to develop in students the ability to 
apPly punctuation in shorthand transcription in the early weeks of the 
first year of training and continue the process throughout the two 
years of the program. 
9. More and more each year, business firms are establishing in-service 
training programs for stenographers, secretaries, clerical workers, 
and executives. The findings of this study should be used by business 
firms in developing materials for their training programs since 
punctuation is one of the weak links in the chain of communication 
techniques. 
10. The findings of this study should be used by authors to revise present 
instructional materials and to write new instructional materials for 
use in the training of stenographers, secretaries, and office wo:rl<:ers 
in general. 
11. The findings of this investigation will enable the writer to improve 
the stenographic course of study in his own college and to prepare a 
reference handbook of punctuation usage for the improvement of punctua-
tion instruction in high schools and in colleges. 
Recommendations for Further Research 
1. A comparable study should be conducted in another part of the country 
to validate the findings of this stucy and to combine the results of 
both studies to produce a more valid and reliable punctuation test. 
2. A study which would attempt to refine and standardize the test prepared 
as part of this study should be conducted. It is recommended that the 
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test be shortened, if possible, since the oral form of the test 
requires too much administration time for most practical purposes. 
3. An experimental study should be conducted which would utilize the 
findings of the present study in the classroom. Equated stenographic 
groups should be used. One group would be given specially prepared 
punctuation instruction based on the findings of this study as part 
of the transcription course. The second group would not be given 
the benefit of these materials. The written form of the punctuation 
test would serve as one of the tools for equating groups prior to 
the experimental teaching program, and the oral form of the punctua-
tion test would serve as a measurement of achievement upon completion 
of the experimental teaching program. 
4. An experimental study should be conducted using equated stenographic 
groups. One group would be taught with instructional materials which 
would emphasize the ~of punctuation. students in this group would 
learn the purpose of each punctuation rule, as well as its application 
in transcription. The second group would be taught with instructional 
materials which would emphasise the what of punctuation. Students in 
this group would learn the rules of punctuation and their application 
in transcription, but they would not be concerned with the purpose of 
each rule. The written form of the punctuation test would serve as 
one of the tools for equating groups prior to the experimental teach-
ing program. The oral form of the test would serve as a measurement 
of achievement upon completion of the experimental teaching program. 
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APPENDICES 
J!!!. !; ... Pe .. ri=od.-: 
APPENDIX A. 
REVISED LIST OF PUNCTUATION RULES 
WI'IH SAMPLE SENTENCES APPLYING THE RULES 
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*1. At the end e:f (a) a declarative sentence er (b) an imperative 
sentence. 
Busine sa eendi tiona continue about as ueual. 
Cancel all contracts with the Gray Camp~ at once. 
*2. A.t the end of a sentence •bedying a courteous request in the 
form of a question. 
May we have your reply to this letter as soon as possible. 
3. A.t the end of an elliptical statement. 
Certainly not this month. 
*4. A.tter (a) an abbreviation which stands for a single word and (b) 
an abbreviation and/or initials of a proper name. 
Charles Groton, Inc. 
Chas. A.. Groton, Incorporated 
*5• To separate (a) a whole n\llllber fran a decimal fraction and (b) 
•ollars frcm cents. 
This constitutes 24.5 percent of our incane. 
We have paid $459.50 in taxes during the current year. 
6. After letters or figures used to nUIBber paragraphs or items in a 
tabulation. 
We will be required to take the :following steps: 
1. Investigation of the outmoded conditions • • • 
Y!! ~ Question ~: 
*7. A.tter a direct question. 
What is the reason tor the delay in shipping our order? 
*An asterisk Placed befere a rule DUmber in this list indicates a 
revision has been made b7 the writer in the rule as it originally 
appeared in A.bney' s list of rules. 
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*8. At the end of each of a series of short questions thrown together 
in a single sentence. 
As we read the contract, we ask: Is it clear? Is it cspl.ete? 
Is it binding? 
Y!! !!! Ex:clamation !!!:£!: 
*9. Af'ter a word, phrase, or sentence denoting strong emotion. 
We wish ;you good fortune in the ,.ears ahead! 
10. Af'ter a sentence in the form of a question when it expresses strong 
emotion. 
Must a business hoa.se do more than this to merit pranpt attention 
to its ordersl 
!!!!, A Comma: 
*11. After (a) each element except the last or (b) each pair of ele-
ments except the last in a series of coordinate nouns, adjectives, 
verbs, or adverbs. 
Not long ago, we sold onl;y groceries, clothing, and hardware • 
. 
These scatter rugs are available in green and white, blue and 
white, and green and gra;y. 
12. To separate two or more coordinate adjecti vee modifying a noun 
where the ~ has seemingly been omitted. 
We consider her a usetul, trustworth;y emple;yee. 
*13. To set ott wards used in direct address. 
Therefore, Mr. Carter, we wish to thank ;you tor ;your generous offer. 
*14. To set ott words or phrases which explain a preceding noun (apposi-
tives). 
To John BLake, our sales manager, goes much of the credit. 
*15. To set off inverted names in files, reference lists, or bibliogra-
phies. 
Adams, LeRoy P. 
*16. To set ott the name of a state when the name or a city precedes it. 
We have shipped to you in Madison, Maine, b;y freight collect. 
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*17. To set off a year date which is used to explain a preceding date 
of the month. 
Operations began on May 16, 1901, at Three Rivers. 
*18. To set off titles and degrees following a person's name. 
l'..ail literature to Sherman Grayson, Esq. 1 in my care. 
*19. To set off a dependent (subordinate) clause which has been trans-
posed or placed out of order in the sentence. 
When you have shipped the order fran Detroit, we shall send a check. 
*20. To set off a parenthetical expression (word, phrase, or clause) 
when the degree of separation is not great enough to require the 
use of parentheses or dashes. 
We appreciate the remittance, small as it is, received today. 
*21. To separate two or more simple coordinate clauses when they are 
joined by n2!:1 .2!:1 !!!!!1 or but. 
Your product sells itself 1 and we take pleasure in handling it. 
22. To separate two proper nouns referring to different individuals, 
places, or things which happen to fall together in a. sentence. 
In Cleveland, Cummings really opened a new territory. 
*2.3. To set off such introductory wards as !2£ example, !2£ instance, 
_!!, namely, and ~ !! when they form parenthetical expressions 
with the terms following. ~ !! takes a comma preceding it but 
not following it. 
We want to let you know 1 for example 1 about our new sales program. 
*24. Commas are usually placed before and after ~ !!1 .!:.2!: example, 
namely, or their abbreviations when one of these words or phrases 
introduces an enuaera.tion or list in a sentence. 
Your business attributes are many, namely, fairness,courtesy, 
promptness, and cooperativeness. 
*25. To set off words repeated for emphasis. 
Fortunate 1 fortunate man to have obtained such canplete coverage! 
*26. To set off contrasting expressions sometimes introduced by ~~ 
~~ never, seldan, though, et cetera. 
We often make canpromises, seldcm giving in completely, in order 
to retain fine customers. 
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27. Af'ter introductory expressions, such as ,2! course, however, 
accordingly, af'ter !J:!, therefore, et cetera, when they are used 
as conjunctions at the begimrl n.g of a sentence, in order to make 
a distinction between the thought that precedes and the thought 
that follows the expression. 
Accordingly, your request has been handled by another office. 
*28. To set ott a nonrestrictive clause or phrase. 
Your salellll&ll, whom I met yesterday, is a fine representative. 
29. To set off a long phrase or clause used as the subject of a 
sentence. 
That there is room tor improvement in every department of this 
once-flourishing business of ours, cannot be denied. 
*.30. To separate two words that are identical or closely similar, 
even though the grammatical construction does not require it. 
Whatever canes, comes as a result of our down-to-earth peliey. 
*.31. To separate two unrelated numbers that occur together. 
During 1959, .3,750,900 pieces of machinery have been produced. 
*.32. To precede short, direct quotations within a sentence. 
Your representative then said, "We shall ship Tuesday." 
*.3.3. To precede a question added to a statement. 
You have subldtted the latest report, have you not? 
*.34. To set off figures in groups where numbers consist of four or 
more figures (except in serial numbers). 
Nearly 49,000 tree packets have been sent out this year • 
.35. To set ott a prepositional phrase which indicates a person's 
residence or position. 
Mr. John B. Raymond, of New York Cit7, will address us. 
*.36. To indicate the aaiasion of a word from the members of a compound 
sentence. 
Industrial stocks are rising; public utilities, falling; others, 
stead7 • 
.37. To follow the complimentary close of a letter. 
Sincerel7 yours, 
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38. To follow the name and inside address of a letter using closed 
punctuation (no longer cammoml7 used). 
Mr. John B. Abbott, 
19 Kllitt Avenue, 
Greenbush, Massachusetts. 
39. To set off descriptive phrasea preceding or following the nouns 
the,- modif7. 
Our comp&rlT, proud of its long years of service, will move ahead. 
40. With absolute phrases. 
The question having gone before the Board, we could do nothing 
to alter the decision. 
41. After the abbreviation~· when used within a sentence. 
We have a few shares of American Telephone, Goe>dstone Rubber, 
Common EJ.ectric 1 etc. 1 to otter to the general public. 
42. To set ott ~· and !&!!• following the name of a company. 
Thacker and Canpa.ny, Ltd. 1 will suppl.7 70\U' catalogue. 
*43. To set off light exclamation&. 
Ah, there is the ditticult7• 
*44• To separate from the rest ot the sentence such introductor,y words 
as~~ Z!!1 !!21 certainly, BUrelz, indeed, et cetera. 
Yes, 70u may be sure 7our account will be well handled. 
45. After (a) an inverted phraee it the meaning is not im.edia.tel7 
clear and (b) a long prepositional phrase. 
Ever since, we have wondered about the value of the purchase. 
On behalf of our thousands of stockholders all over the countey, 
we are writing to thank 70u for your support. 
46. To separate interdependent, antithetical clauses. 
'!he longer we rema.in in this interesting business, the more we 
realize how long is the road to canplete unity. 
*47. After each name in & aeries of firm namea except before ~ or ~· 
Wells, Roundy, Sampson and Collier will serve as architects. 
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Y.!! .Y!!, &mdcolon: 
*48. To separate coordinate clause• closely connected in meaning and 
not joined by a conjunction. 
You have requested our cooperation; we have complied. 
*49. To separate the independent. clauses or a compound sentence when 
either one or both clauses are punctuated b.Y one or more commas. 
Twenty-five years ago, during a period or great prosperity, our 
business was incorporated; and today we are looking optimisti-
cally toward a prosperous future. 
*50. To separate the clauses of • conpound sentence when they are 
joined by such canjacti ve adverbs as £!, otherwise, therefore, 
accordingly, hence, !2£, moreover, besides, and the like. 
Your assistance in this matter is urgently requested; otherwise, 
we shall surely tail. 
*51. To precede such words as!!!£ example, viz., namely, !•!•.t and!! 
when they are used between two coordinate and independent clauses. 
Through custcmer cooperation we have acccmpl.isbed ma.ny things; 
tor example, prices haTe been reduced, service has been 
improved, and better credit facilities are available. 
52. To separate the members or a Mries that cGntain c<llllll&s within 
themselves. 
we must all work for unity ot purpose, without which any business 
will fail; for continued progrevs, primarily through the 
medium or the suggestion box; and for increased volume or 
sales, whereby we will find it possible to improve our service, 
curtail unit cost, and raise salaries. 
53. To separate a series of subordinate clauses dependent upon the 
beginning part of a sentence. 
Our factory representatives help us to accomplish these three 
things: we expand our coverage; we increase volU1118 of sales; 
and we improve custaner goodwill. 
54. To separate the elements or a compound sentence consisting or 
three or more independent clauses, even though the last begins 
with a conjunction. 
Fill in the enclosed postal card; answer the three questions; 
mail the card today; and you will be rewarded with a most 
interesting and pretitabl.e return. 
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55. To separate two independent clauses joined by a connective when 
the thought makes an abrupt turn. 
There is a vast amount of spadework to be done in our new .field; 
but at least we are aware o.t the challenge before us. 
!!!! ~ Colon: 
*56. To follow such expressions as ~ .. ~ !!1 or !! follows used 
to introduce enumerations., tabulations, or long quotations. 
You are requested to bring the .following item.s to the conference: 
sales records, manuals, scratch pads, pencUs, and several 
good ideas for sales pramotion. 
*57. To separate hours and minutes in indicating time. 
All emplo,rees are expected to be at their desks by 9:05 a.m. 
*58. After a salutation in a business letter. 
Gentlemen: 
*59. As a mark o.t introduction when the word namely is missing but 
could be mentally supplied. 
If you will visit our .factory, we will show you two things: how 
the .finest raw materials insure the finest finished product, 
and how efficient methods o.t manufacture insure the lowest 
possible price. 
*60. To introduce a long or .formal quotation or a. short one to be 
emphasized. 
Dr. Graham, in his speech before Congress, declared: 
61. When (a) the second clause repeats the idea of the first, or 
(b) there is an illustration of a general statement. 
We want you to be satisfied with our product: complete satis-
faction is, in .tact, our guarantee. 
Fifty years ago we could never have supplied your demands so 
swiftly: transcontinental transportation was then but a dream. 
62. Arter an introductory phrase in a letter to enable the writer te 
begin the main statament with a paragraph. 
Regarding your letter of August 15: 
63. Between chapter and verse in scriptural references. 
The text was taken from Judges 5:9. 
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!!!! .! Hlphen: 
*64. When writing (a) compound figures and phrases, such as forty-twe, 
one-half, et cetera, when uHd as numerals or as adjectives or 
(b) com.pound. proper names. 
You may expect fifty-two issues of this magazine every year. 
We generally trade with the Gra.nt-Grey'lG>Ck Manufacturing Compar17. 
*65. In writing a compound word. that is made up of the prefix self 
plus a c011.plete word. -
This emergency organizatien has the advantage of self-liquidation. 
*66. When elect, !,a51 and general are joined to titles (.!!2!. optional). 
George Grant, president-elect, will speak briefl7. 
67. When two or more words have the force of one word or convey a 
single thought (editor-in-chief optional). 
Our special Memorial Dq baskets are filled with forget-me-nets. 
68. When (a) verbs are canpesed. of two or more words forming a single 
thought, or (b) adjectives are formed. therefrom. 
May we request that you double-space all future reports. 
All single-spaced reports will be returned. 
*69. When two or more words have the force of a. single modifier before 
a noun. 
It is a well-known .fact that our product reaches the far corners 
of the earth. 
*70. "Suspending hyphens" should be used in a aeries of hyphened words 
having a CODIIlOn ending. 
This report covers all phases o.f high- and low-cost housing. 
71. To set off prefixes (a) in coined or unusual words, or (b) when 
joined to proper names. 
This bond issue is o.f pre-coalition origin. 
'!he organization with which we are doing business in that country 
is definitely pro-Conservative. 
72. When letters are used as descriptive words and joined to words to 
form nouns. 
The latest product of our yards is an L-boat, which we are turn-
ing out in large nUIIlbera for the Navy. 
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*7.3. When (a) using the prefix non, except in common words listed in 
the dietionary, and (b) setting off a prefix or a suffix to convey 
a different meaning. 
We specialize in non-industrial stocks. 
You ma:r now have your chairs re-covered. at half the usual cost. 
74. With compounds formed with great, indicating degrees in a direct 
genealogical descent. 
We will soon honor the great-grandmother of our young president. 
75. To divide a word between syllables at the end of the line. 
Some time ago we requested your report on the very unusual situa-
tion existing in the Chicago office. 
!!!! !!'! Apostrephe: 
76. To indicate contractions of words. 
We can't be certain of profits unless we all cooperate. 
*77. To show possessive. For the possessive singular, add 's to the 
nc:.inative except where the noun ends in.! or a sibilant sound.) 
Each clerk 1 s duty is obvious. 
Each boss' responsibilit;r is clear. 
*78. To show possessive. When the naminative plural ends in .!.t add 
the apostrophe to indicate the possessive plural. 
Our customers' satisfaction is the key to our successful selling. 
*79. To show possessive. When the nominative plural ends in some other 
letter than!' and to form. the possessive singular of proper nouns 
of one syllable ending in .!.t ~ ~~ or _!h, add .!.! to form the 
possessive plural. 
!!!!, Quotation Marks: 
*80. To enclose direct quotations. 
As General Manager Gregor,r Slade has said, "Our stockholders are 
the most cooperative group of investors in America." 
*81. To enclose titles of articles, songs, books, magazines, and films. 
Look for his article, •Television TQI!lorrow," in our next issue. 
*82. To set off words or phrases that are intended to be emphasized. 
If you can produce some "extra" orders this month, you will be 
performing a real service to the company. 
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83• To enclose (a) slang or coined words or phrases which might 
cheapen the text if it were Det known that the writer is aware 
of them; (b) a word or phraae intended to be awkward, whimsical, 
or humorous; (c) a word or phrase if the expression so-called 
can be mentally supplied before it; or (d) a technical trade 
name. 
If it can be "plasticated," Plastics, Inc. 1 will do it. 
Ed Barratf is certainly the "amilingest" fellow on our starr. 
We expect to deliver the "knoekout punch" at this week' a meeting. 
Without doubt, "Multibestoa• is the answer to your brake problems. 
*84. Around the name of a ship, an airplane 1 a train, et cetera. 
Your tickets for passage aboard the ~uretania" are ready. 
85. Use single quotation marks te indicate a quotation within a 
quotation. 
In hie speech of acceptance, Mr. Long declared, "We must continue 
the effective policies of the outgoing Beard and remember that 
'the only thing we have to f'ear is f'ear itself'. 1 u 
!!!!. !. ~: 
*86. To mark a sudden change in the th<Nght or in the grammatical 
structure of' the sentence. 
For twenty-five years we have served you-wha.t cha.nges the world 
has seen during those yearsJ-and we will continue to serve 
you in the years ahead. 
*87. To set off a repetition, explanation, variation, or summary of' 
what has been said. 
May we impress upon you the need f'or immediate action--you should 
write todq-to take advantage of this unusual offer. 
88. To set off a comment prevGked b,r the text but not necessarily a 
part of it. 
Naturally 1 it is our wish to be fair--can any businews at ford to 
be &n7thing else?-in handling your application for full 
credit privileges. 
*89. To set off (a) a parenthetical expression or (b) an appositive 
expression (for emphasis). 
Your life policy-as perfect a policy as can be devised-will be 
delivered to you personally b.r our representative. 
Philip Greene-author extraordinarJ'-iS our guest today. 
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90. At the end of an unfinished statement or hesitancy in speech. 
You have expressed a desire to meet obligations promptly. We 
wonder if-but perhaps we should wait to see what you will do. 
*91. Instead of a colon where the word namely has seemingly been 
omitted. 
Write to three clients in your territory-Acme Corporation, Naylor 
and Naylor, and the Semple Company. 
92. Instead or a semicolon when a connective has been omitted. 
Bartlett Brothers have been approached-there seems to be no 
possibility that the,y will consider the plan. 
9.3. To precede the reference {author, title, or both) follad.ng a 
direct quotation that consists of at least one complete sentence, 
either in a footnote or when cited independently in the text. 
Four score and seven years ago • • • shall not perish 
from the earth.--Abraham Lincoln 
94. For an abrupt stop, to emphasize a portion of a sentence. 
*95. 
Our business reaching out over the entire world-do you see the 
tremendous possibilities for service that lie ahead? 
To mark the ood.ssion of the word to between two numbers or words. 
-
The quoted figures cover the period January-June, 1960. 
!!!! Parentheses: 
*96. To enclose independent or disconnected parenthetical expressions 
that are either explanatory or supplementary to the sentence. 
Rent income has proved to be a small {one might say insignifi-
cant) part or our total income. 
97. In legal documents, to give amounts both in words and in figures. 
We agree to guarantee the payment of a minimum fee of two hundred 
dollars ($200) to the visiting team. 
98. To enclose letters or figures used to number paragraphs and tabu-
lar items. 
{1) Please note the following facts: 
(a) Nothing has been done • • • 
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99. Around dates to indicate a man's life. 
This new building is to be a memorial to our great benefactor, 
Martin K. Goth (1880--1960). 
Note: The above list of rules represents a revision and adaptation for 
use in this study of a basic·list or 138 punctuation rules presented 
by' Velma Overne Abney in her study, Basic Minimum Essentials or 
Mechanics of English Usage Required ,& Secretaries. -
In the preparation of her list of rules, Abney employed the follow-
ing references: 
1. Hutchinson, Lois, standard Handbook ill Secretaries, Whit-
tlesey House, New York, 1939, 616 PP• 
2. Manual g! Style, University of Chicago Press, Chicago, 
1938. 
3. Miller, Grace M., Miller System ,2! Correct .&!ilish, New 
England Education Society, 1934, 186 PP• 
4. Reigner, Charles G., English !5!! Business .!l!!1 The H. M. 
Rowe Company, Chicago, 1938, 488 PP• 
5. Style Manual .2! ~ United States Gevernment Printing 
Office, Washington, D. C., 1934. 
6. Tainter, Sarah Augusta, and Monro, Kate M., .I!!! Secreta.rz•s 
Handbook, The MacMillan Canpany, New York, 1938, 512 pp. 
In the revision of the list tor this study, the fOllowing reference 
was used: 
Parkhurst, Charles Chandler, Babenroth' s Modern Business 
Cclllnunications !.!£ Better HUD!!11 Relations, Prentice-Hall, 
Inc., 1955. 
All sample sentences in this list were prepared by' the writer or 
this study. 
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APPENDIX B 
CHART USED FUR PUNCTUATION ANALYSIS OF BUSINESS CORRESPONDENCE 
I X 
X 
X 
X 
X 
X 
X 
X 
X 
Qtloted sentence u 
Qtloted words 
" Qtlestion ? 
2 indep. clauses . 
' Money • 
Initials • 
Abbreviation • 
Courteous request • 
End o:t sentence • 
Parenthetical'expr. J 
Compound name 
-
Compound word 
-
Address numbers 
-
Complimentary close 
' 
·sen..es 
' Company, Inc ./Ltd. 
' 2 indep. clauses 
' Introductory clause , 
.ua.te , 
Introductory word , 
ParenthetJ.cal 
' City, state , 
Nonrestrictive cl. , 
Name, title , 
Appositi.on , 
Followi.ng set-up . . 
_§tgutation • . 
Contraction • 
Possessive I 
Length o:t Letter 
APPENDIX C 
CHART FOR DETERMINING NUMB:m OF WORDS IN L:rNES 
ACCORDING TO LENGTH OF LINE 
1.34 
Inches to Line Words in Pica Type Words in Elite ~. 
8 16 19 
7 1/2 15 18 
7 14 17 
6 1/2 13 16 
6 12 14 
5 1/2 11 13 
5 10 12 
4 1/2 9 11 
4 8 10 
3 1/2 :7 8 
3 6 7 
2 1/2 5 6 
2 4 5 
Note: In standard practice, !'ive strokes (including letters, 
spaces, and punctuation) equal one typing word. 
Pica type, ten strokes to the inch; elite type, twelve 
strokes to the inch. 
APPENDIX D 
BUSINESS FSTABLISHMENTS SELECTED 
FOR ANALYSIS OF BUSINESS CORRESPONDENCE 
Name of Company Type of Business 
Adden, Parker, Clinch and Archi teet ural 
Cri,'1Ip, Boston 
Allis-Chalmers Manufacturing Manufacturing 
Company, Boston 
Barbo's, Inc., Stoneham Retailing 
Bonnar Vawter, Inc., Newton Marmfacturing 
Boston Public Library, Boston Public Service 
Doble Engineering Compaey, Engineering 
Belmont 
Eastern Airlines, Boston Air Transport 
Federal Reserve Bank, Boston Banking 
First National Bank of Boston, Banking 
Boston 
General Radio Company, Marmfacturing 
Cambridge 
Ginn and Company, Boston Publishing 
Jordan Marsh Company, Boston Retailing 
Arthur D. Little, Inc., Research 
Cambridge 
Lumbermen 1 s Mutual Casualty Insurance 
Compaey, Boston 
Shell Chemical Corporation Manufacturing 
Boston 
United..Carr Fastener Corp., Manufacturing 
Cambridge 
United Shoe Machinery Corp., Marmfacturing 
Beverly 
&tployees 
12 
900 
200 
250 
600 
60 
27 ,ooo 
1,400 
2,500 
700 
600 
1,000 
900 
6,000 
3,000 
1,500 
3,000 
135 
APPENDIX E 
DIS'm!BUTION BY OOMPANY OF 120,025 RUNNING w:>RDS 
OF CORRESPONDENCE (725 IE!'TERS) ANALYZED 
136 
Name of Compaey' Words Analyzed Letters Analyzed 
Adden, Parker, Clinch and Crimp 
Allis-Chalmers Manufacturing eo. 
Barbo's, Inc. 
Bonnar Vawter, Inc. 
Boston Public Library 
Doble Engineering Company 
Eastern Airlines 
Federal Reserve Bank 
First National Bank of Boston 
General Radio Company 
Ginn and Company 
Jordan Marsh Company 
Arthur D. Little, Inc. 
Lumbermen's Mutual. CasuaJ.ty Co. 
Shell Chemical Corporation 
Unite~Carr Fastener Corp. 
United Shoe Machiner,y Corporation 
Totals 
7,665 50 
4,840 25 
2,910 25 
8,190 50 
3,740 25 
2,300 25 
7,960 50 
5,935 25 
7,920 50 
9,660 50 
10,.565 50 
7,610 50 
9,685 50 
7,105 50 
3,660 25 
12,130 75 
8,150 50 
120,025 72.5 
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APPENDIX F 
PARKHURST1Sl CLASSIFICATION OF EUSINESS LE'l'TFB TYPES 
Major Classification 
Collection 
Inquiry 
Order, Acknowledgment, Remittance 
Personal and Human Relations 
Custamer Relations 
Sales 
Application 
Credit 
Minor Classification 
Inquiry 
Asking a favor 
Response to inquiry 
Granting a request 
Inquiry not clear 
Refusing a request 
Order 
Acknowledgment 
Defective order 
Refusal of order 
Goods out of stock 
Follow-up 
Remittance 
Appreciation and goodwill 
Congratulations 
Making a reservation 
Announcing appointment 
Accepting or declining appointment 
Securing a speaker 
Accepting or declining speaking 
engagement 
Information re wills, accounts, etc. 
Claims and complaints 
Adjustments 
Acknowledging application 
Introduction 
Reference 
Recormnendation 
Request for credit information 
Credit inquiry 
Response to credit inquiry 
Acceptance of credit 
Refusal of credit 
Retaining an account 
Reviving an account 
Getting a new account 
lparkhurst, !£• ~·, pp. 103-357. 
Item 
-
1 
2 
3 
4 
5 
6 
7 
8 
C) 
10 
11 
12 
13 
14 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
i 
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APPENDIX G 
NUMBER OF TEST APPLICATIONS OF 'lWENTI-FIVE SELECTED RULES IN THE 
1WEL VE LETTERS OF '!HE PUNCTUATION TEST 
Rule Form 1 Ferm 2 Form 3 Form 4 A B c Tot. A' B1 C1 Tot. D E F Tot. D1 E' F' Tot. 
1 2 2 2 6 2 2 2 6 2 2 2 6 2 2 2 6 
2 1 0 1 2 1 0 1 2 1 0 1 2 1 0 1 2 
4 2 2 2 6 2 2 2 6 2 2 2 6 2 2 2 6 
5 1 1 0 2 1 1 0 2 1 1 0 2 1 1 0 2 
7 1 0 1 2 1 0 1 2 1 0 1 2 1 0 1 2 
11 1 1 0 2 1 1 0 2 1 0 1 2 1 0 1 2 
14 0 1 1 2 0 1 1 2 1 1 0 2 1 1 0 2 
16 1 1 1 3 1 1 1 3 1 1 1 3 1 1 1 3 
17 1 1 1 3 1 1 1 3 1 1 1 3 1 1 1 3 
18 1 0 1 2 1 0 1 2 0 1 1 2 0 1 1 2 
19 1 1 0 2 1 1 0 2 1 1 0 2 1 1 0 2 
20 1 1 0 2 1 1 0 2 1 0 1 2 1 0 1 2 
21 0 1 1 2 0 1 1 2 1 1 0 2 1 1 0 2 
27 1 1 0 2 1 1 0 2 1 1 0 2 1 1 0 2 
28 0 1 1 2 0 1 1 2 0 1 1 2 0 1 1 2 
34 0 1 1 2 0 1 1 2 1 0 1 2 1 0 1 2 
37 1 1 1 3 1 1 1 3 1 1 1 3 1 1 1 3 
42 1 1 0 2 1 1 0 2 1 1 0 2 1 1 0 2 
48 0 1 1 2 0 1 1 2 0 1 1 2 0 1 1 2 
56 0 0 1 1 0 0 1 1 0 0 1 1 0 0 1 1 
57 0 1 0 1 0 1 0 1 1 0 0 1 1 0 0 1 
58 1 1 1 3 1 1 1 3 1 1 1 3 1 1 1 3 
69 1 0 1 2 1 0 1 2 0 1 1 2 0 1 1 2 
76 1 0 1 2 1 0 1 2 0 1 1 2 0 1 1 2 
77-79 1 0 1 2 1 0 1 2 0 1 1 2 0 1 1 2 
*Score 20 20 20 60 20 20 20 60 20 20 20 60 20 20 20 60 
*Score of 20 points for each letter, or 120 points for each 
battery, allowing one point for every test application of 
a punctuation rule. 
APPENDIX H 
WRITTEN FORM OF PUNCTUATION TEST 
(COR."R.EGI' PUNCTUATION INSERTED) 
A 
April 24' 19S8 
Mr. Ralph K. Jones, Manager 
Broadway Hardware Company, Inc. 
19 Marble Terrace 
Milton 28, Ohio 
Dear Mr. Jones : 
140 
The enclosed booklet is sent to you with our campliments.(E) 
Since you plan to sell seeds and .fertilizers this spring, you will 
tind the booklet's message both interesting and profitable.(E) 
Would you be interested in a plan that will increase your 
profit from the sale of gardening supplies by !)0 percent?{E) Of 
course you would. (E) However, you must take advantage of our offer 
now. (E) Turn to the inside cover of the booklet if you want to 
make this profit yours this spring. (E) 
Look around your neighborhood.(E) Observe the spare-time 
occupation of most of your .friends these days.(E) We shouldn't be 
surprised if they are busy getting the lawns and gardens ready for 
the long summer ahead. (E) You can be the one who will serve them 
when they need garden tools, .fertilizer, and seeds. (E) Hilton 
garden supplies, we can assure you, will keep them returning to 
your store year after year. (E) 
May we help you to begin earning your extra proti t soon. (E) 
Sincerely yours, 
Note: In the original test letters, punctuation and spacing tor 
punctuation were omitted. 
LETTERHEAD 
B 
Martin and Comp8.117, Ltd. 
19 Grant Terrace 
Montreal, Canada 
Gentlanen: 
April 2h, 19!$8 
141 
We understand that you produce a high grade of steel to be used 
in the manufacture of tools, machine parts, and hardware4 (E) Quality 
. 
steel is a product we must have to CCIIlpete in our field, and we would 
like to know more about 7our processes,(E) 
Our aircraft machine tools, which are used by aircratt manurac~ 
. 
turing concerns all over the world, are considered to be the best 
obtainable. {E) The CCIIlpany which nomally supplies us with steel, 
. . 
however, has not maintained our high standards; therefore, we are 
looking tor a new source of supp~1 (E) We require annually about 
7SO,OOO pounds of steel at a pr:l.ce not to exceed $1.3.5 (one dollar 
and thirty-five cents) a pound,(E) 
As )"'U have been supplying steel to CCIIlpanies like ours tor many 
years, we do not have to tell )"'U the facts and figures we require.{E) 
. . 
Mr • Blake, our plant manager, will arrive at Prince Airport in )"'ur 
city next Monday morning at lO:lS to confer with 70u. (E) 
Yours since~, 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
Mrs, Charles w. Ha.Dsen, Jr1 
93 Main Street 
Lee 171 Massachusetts 
Dear Mrs. Hanson: 
c 
• 
The first mail out this JllOrniDS carried to you a colorf\11 
. 
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folder 4eseribing Northl.&M, the new retricerator about which you 
wote. (E) May we ment101'1 two ot the Jllal\1 features that have 
convinced more than 8S 1000 f'llllil.ies that Northland is the best 
investment you can make• (E) 
The deep.treeze compartment• which holds 200 pounds of food, 
does away With the need for a separate treezer tor most hcaes.(E) 
Northland's sliclinc freezer shelt makes it easy to reach every 
packase.(E) Don't you long for this convenience as you 1"\DIIla&e 
in your present freezer for that packace of corn or that carton 
or ice oream?(E) 
Consider the followinc major improvement: Northlan:l is tirst 
with tully adjustable sbelvesJ each shelf adjusts to a light touch; 
each shelf stays firmly in place under IX'eat strain,(E) You may 
find it hard to believe that this tine feature could be developed, 
and we know you will want to see it in action at your local appli-
ance store,(E) 
Sincerely, 
Note: In the original test letters, punctuation am spacing for 
punctuation were omitted, 
April 24, 19$8 
Mrs. Martin P. Carter 1 Treasurer 
Carter Department Stores 1 Inc. 
833 Winchester Road 
Hamilton 12, Kentucky 
Dear Mrs. Carter: 
Department store sales have fallen of't during the past six 
months. (I) If' you have been anxiously watching sales figures de-
cline, you will be seeking a quick plan or action that will keep 
your company's business at a high level.(E) 
What is your reaction to the statement that you can definitely 
reverse that downward trend 1n sales within one month from this date? 
We believe you will be interested, (E) Naturally 1 you will have to 
act right away. (E) Take advantage of our offer now if' you want to 
increase your sales this SUJIDlle~.(E) 
Take a look at the most successful department stores in your 
part of the state.(E) Notice the factors that combine to give these 
stores their well-deserved business,(E) They can't lose with fine 
products and attractive display. (E) Your store has trainEd persomel, 
. . 
adequate space, and good merchandise. (E) Modern color display, there 
can be no doubt, is your key to increased trade.(E) 
Why not let us prove what it can do for your business,(E) 
~ 
Sincerely yours 1 
Note: In the original test letters, p\Ulctuation and spacing for 
punctuation were omitted. 
L:m'TERHIAD . 
Hanson Rubber Canpany, Ltd. 
891 Lawrence Road 
Quebec, Canada 
Gentlemen: 
B' 
AprU 24, 1956 
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We have just been told that there is a new truck tire on the 
market which is eaf'e, dependable, and durable, (E) Your company is 
. 
reported to be the maker of' this tire, and we are interested in 
reeeiving information about it, (E) 
John Crane • who is a loeal. dealer in fine tires, aseures ue that 
your tire will meet our standards 1 (E) We have been trying !or yean, 
. ~ 
unfortunately without suecess, to find a superior tire; nevertheless, 
we must continue to cheek tJVery lead becauee our trueka require the 
best tires we ean buy,(E) 
We will use 121000 tires of' standard truck eize in 19.5'9 and want 
a net priee or $42,80 (forty.two dollars and eighty cents) per tire 
or less,(E) Because we feel that you might be able to meet our tire 
requirements, we ask that you submit bids and specifications soon.(E) 
Give all details to Mr, Ray' Charles, the f'oranan of our maintenance 
section, no later than 4:30 in the afternoon o! ~ )l.(E) 
. 
Sincerely, 
Note: In the original test letters 1 punctuation and spacing for punctuation were omitted, 
Mr. Ralph K. Grant, Sr. 
425 Walnut Avenue 
C' 
April 24, 19$8 
Springfield 12 1 Massachusetts 
Dear Mr. Grant: 
145 
Your interest in our new television program, OUR TOWN, is 
gratifyi.ng.(E) Many of your neighbors have also written to us.(E) 
, 
May we assure you and the 5001000 other people in this area who will 
watch the show that we are proud to present this navel entertainment 
under the sponsorship of the Springfield News.(E) 
This program, which will bring local events right into your 
hane, will come to you live and unrehearsed.(E) The sponsor's plans 
call for no advertising.(E) Doesn't this fact alone appeal to you?(E) 
Drop into your favorite armchair and imagine this: OUR TOWN is 
bringing you a lively town meeting; OUR 1'Cll\l is recording for you a 
holiday parade or a high school game; OUR TOWN is permitting you to 
see history in the making.(E) We believe people want more of this 
on-the-spot news than they have had in the past ten years, and we 
will appreciate your writing us your thoughts when you have seen the 
first few programs.(E) 
Sincerely, 
Notec In the original test letters 1 punctuation and spacing for 
punctuation were omitted. 
LEI'TERHEAD 
D 
April 24, 1958 
Rand Furn:i. ture Corporation 
855 Lansing Road 
Detroit 121 Michigan 
Gentlemen: 
146 
We have been considering for some time the advisability of stoek-
ing your line of furniture in our store. (E) \le are most interested in 
the living room, dining roan, and porch furniture which you manufacture,(E) 
" 
Our competitor, Billings Furniture Supply, Inc~, has had great sueeess 
with your line.(E) Incidentally, if you sell to any other stores in 
this city, we would appreciate your letting us know,(E) 
. 
t'll'ill you please send to our Flint warehouse 1 as a trial order 1 
one dozen No. 45 maple dining sets and one dozen No. 375 porch sets,(E) 
We believe the total cost of these items will be 02,025,50, and you 
can plan on payment within ten days,(E) 
Can the order arrive at our warehouse by 8:30 in the evening cf 
June 6?(E) t.J"e plan to include the sets in the grand opening of our 
new Flint store.(E) Space has been left on the first floor to feature 
them in our modern home display, (E).'· 
Very truly yours, 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
Harold L. Harris, Esq. 
Watennan, Ltd, 
Toronto 17, Canada 
Dear Sir: 
LF:l'TERHEAD 
B 
April 24, 19$8 
147 
It was very fortunate that you secured a first.class seat on the 
nine o'clock night from Hartford on April lCI in time to keep an appoint• 
ment in Toronto,(E) But we agree with you that it isn't easy on the 
nerves to time one's arrival that elosely,(E) 
" 
You will understand, we feel sure, that when the weather is not 
" 
safe for air travel, the only thing we ean do is eaneel nights until 
the weather improves,{E) · We fully realize what this means to l'l18l'lY' 
passengers, and we try to place them on the first flights out as we 
did in the instance you mention,(E) 
We are enclosing a eheck for $1 T to cover your hotel bill of 
April 9, the night you were delayed in Hartford, (E) It is not the 
custom of the airlines to reimburse such expenses; nevertheless, 
- . 
Mr. Sampson, who is the district manager of Northern Airlines, believeS' 
it is the fair thing to do in this instance, ( E:) 
We look forward to serving you again.(E) 
Sincerely yours, 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted, 
LEI'TERHEAD 
F 
Mrs. Randolph A. Walsh 
45 Walnut Street 
San Francisco 5, California 
Dear Mrs. Walsh: 
April 24, 1958 
148 
It is a pleasure to inform you that the dividends on the shares 
of stock which we hold in trust for you amount to ~;),800 for the 
current quarter.(E) This sum has been credited to your account.(E) 
Following is a summary of the dividends paid during the quarter 
on your husband's investments: New England Mills paid $8 a share; 
United Rubber paid $5 a share; and King Steel, the stock that sur-
prised us all, came through with a payment of $10 a share.(E) 
Hasn't it been interesting to see the changes that have taken 
place in these holdings since 1940?(E) Some of the little-known 
stocks have climbed to the top over the years.(E) 
I suggest that you consider the purchase of a few shares of 
Great Northern, Great Lakes Copper, or National Groceries in the 
near .future.(E) May I suggest that you write to Mr. Ronald Clark, 
-
Assistant Treasurer, if you would like more information on these 
stocks. (E) 
Cordially yours, 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
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LETTERHEAD 
Strawberry Hill Orchards 
S99 Lakeview Avenue 
Winton, New Hampshire 
Gentlemen: 
D' 
April 24, 1958 
Several years ago we owned a chain of fruit stores in the eastern 
-part of Massachusetts. (E) We purchas4d, most of our apples, peaches, 
and pears from your orchards and always found your fruit entirely 
satisfactory. (E) But we sold our stores to another company, United 
Fruit Exchange, Inc., and retired.(W)·· 
As we have now decided to return to this line of business, we are 
again in the market for all kinds of fruit. (E) Undoubtedly, we shall 
want to purchase from you.(E) Can you supply us?(E) 
May we order, just to get started, five dozen boxes of each of 
the twenty varieties of fruit you list in your current folder.(E) 
The order amounts to $1,400.75 according to our figures, and payment 
can be made on the same basis as before.(E) 
The fruit must be here in Boston by 7:30 on the morning of 
June 10 if we are to distribute it in time for the opening of our new 
markets. (E) 
Yours truly, 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
LEl'TERHEAD 
April 24, 1958 
Mr. James L. Davis, Agent 
Milton 11anufacturing Canpany, Inc. 
Hill top Highway 
Norway, Maine 
Dear Mr. Davis: 
150 
Your letter telling us that you received our recent shipment of 
high-fidelity radio parts in generally good condition is appreciated.(•) 
Don't hesitate to tell us when any part of a shipment is damaged 
whether through the carrier's error or our own.(E) 
Because of the fragile nature of the items involved, it is almost 
- -
a certainty, it seems, that some of them will be damaged no matter 
how carefully we pack them. (E) We know what a delay in replacement 
can mean to you, so we maintain a small stock of all items in branches 
all over the country.(E) 
Our branch in Bangor has ~t been instructed to send you six 
No. 8 radio tubes, the part that was damaged. (E) We hope that all 
future shipments will reach you in perfect condition; however 1 it is 
well for you to know that you may write directly to our Bangor br~ 
' . , 
which is located at 10 Ames Street, if the need should ever arise.(E) 
Yours sincerely, 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
LETrERHEAD 
Mr. George K. Henderson 
220 Main Street 
St. Paul 12, Minnesota 
Dear Hr. Henderson: 
F' 
April 24, 1958 
151 
Your coverage for bodily injury has been increased to $20,000 for 
-
each person and $40,000 for each accident as you requested in our 
brief talk the other day .• (E) Your new policy was mailed to you today,. (E) 
The three p.c.ints covered in our talk were these: bodily injury 
-
should be maintained at a maximum; collision insurance, which was 
once a luxur.y, is now a necessity; fire and theft are optional under 
this state's present laws. (E) Have you thought about adding a colli~ 
sion rider to your policy?(E) Most people who own high-priced cars 
wouldn't drive ten miles without it.(E) 
Will you please ask your secret~r to call ~1rs., Grace Hale, Office 
Manager, to give her the motor number, body type, and model of your 
car. (E) There is & slight question as to the accuracy of our records 
on these three items.(E) 
I plan to be in your city June 9 and hope you can join me at 
lunch at the Hotel Bond.(E) 
Cordially 1 : 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
APPENDIX I 
PUNCTUATION TEST MARKED AT FIFTY WORDS A MINUTE 
FOR DICTATION ON TAPE REOORDER 
LETTERHEAD 
A 
April 24, 1958 
Mr. Ralph K. Jones, Manager 
Broadway Hardware Company, Inc. 
19 Marble Terrace 
11i.l ton 2 8, Ohio 
Dear Mr. Jones: 
153 
The enclosed booklet is sent to you with our compliments. (E) I 
Since you plan to sell seeds and fertilizers this spring, you will 
tind the )booklet's message both interesting and protitable.(E) 
Would you be/interested in a plan that will increase your 
profit from the sale of1gardening supplies by $0 percent?(E) Of 
course you would. (E) However ,/you must take advantage of our offer 
now. {E) Turn to the inside cover/of the booklet if you want to 
make this profit yours this spring. (E) 
Look around/your neighborhood.(E} Observe the spare-time 
occupation of most of your2friends these days.(E) We shouldn't be 
surprised if they are busy getting the/lawns arxi gardens ready tor 
the long summer ahead. (E) You can be the one/who will serve than 
when they need garden tools, fertilizer, and seeds.(E) Hilton/ 
- -
garden supplies, we can assure you, will keep them returning to 
yo~/store year after year.(E} 
May we help you to begin earning your extra/profit soon. (E) 
Sincerely yours 1 (1. 1+) (165 1-mrds) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
LE'lTiliUW) 
B 
Martin and Company, Ltd. 
19 Grant Terrace 
Montreal 1 Canada 
Gentlflll8n: 
April 2h, 19S8 
154 
We understand that you produce a high grade ot steel to ;be used 
• 
in the manufacture ot tools, machine pvts, and hardware.(!) ~ty/ 
. 
steel is a product we must have to ccupete in our .t.i.eld, and we would/ 
like to know more about your proeessea,(E) 
. 
Our aircratt machine tools, wbich1are used by' aircratt manuf'ac-
. 
turing concerns all over the world,/are considered to be the best 
obtainable, (E) The CCI!Ipany' whieh/nonnally supplies us with steel, 
. . 
however, has not maintained our high standards;/theretore, we are 
looking tor a new source of suppq.(E) We require2annually about 
7SO,OOO pourds of steel at a pr:l.ce not/to exceed $1.3S (one dollar 
and thirty-five cents) a pound.(E) 
As you have been supplying/ steel to CCI!lpanies like ours tor ma.cy 
rears, we do not have to tell you/the facts and figures we require.(E) 
. . 
Mr. Blake, our plant manager, will3arrive at Prince Airport in your 
city next Monday morning at lO:lS/to confer with you,(E) 
Yours sincerely, (l.w) (165 Hords) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
LE11'ERHEAD 
c 
Mrs, Charles W, HansOB, Jr, 
9.3 Main Street 
Lee 17, Massachusetts 
Dear Mrs. Hanson: 
The f'irst mail out this aorninc carried to you a/colortul 
, 
155 
folder d.eaeri'bing Northland, the n.ew retr:Lcerator about/which ;you 
wrote, (E) May we mention two ot the m&IV features that have 
. 
convincecl/110re than 8S,OOO tlnd.lies that Northland is the best 
investmentlyou ean make.(E) 
The deep.treeze earlP&rtmtmt. which holds 200 po\Jftds or food' 
does/away With the need for a separate freezer tor Jllost haaes,(E) 
Northland • s I sliclinc troezer shel.t lll8Jces it easy to reach eveJ'7 
packase, (E) Don't you/long for thiS convenience as you NllllSCe 
in your present freezer tor2 that packap or corn or that carton 
ot iee oream?(E) 
Consider the/ tollowinc major improvement: Northland is tint 
with tully adjustable/shelves; each shelt adjusts to a light touch; 
each shelf sta,s timl;r in place under/creat strain,(E) You mq 
tiM it hard to beliwe that this tine feature could be/ developed 1 
and we lmow you will want to see it 1n action at your local/ appli-
ance store,(E) 
Sincerely, (1.4) (165 v:od3) 
• 
Note: In the oricinal test letters, punctuation and spacing tor 
punctuation were Cllld.tted, 
April 24, 19$8 
Mrs. Martin P, Carter, Treasurer 
Carter Department Stores, Inc. 
8).3 Winchester Road 
Hamilton 12, Kentucky 
Dear Mrs. Carter: 
156 
Department store sales have fallen orr during the/past six 
months. (i) If you have been anxiously watching sales figures de-
cline, youjwill be seeking a quick plan of action that will keep 
your company1s;business at a high level.(E) 
What is your reaction to the statement ~hat you can definitely 
reverse that downward trend in sales within onefirlonth from this date? 
We believe you will be interested.(E) Naturally1 ;You will have to 
act right away.(E) Take advantage of our offer now;if you want to 
increase your sales this SlDIIJiler.(E) 
Take a look at the most 2auccesstul department stores in your 
part of the state.(E) Notice the ractors~t combine to give these 
stores their well-deserved business, (E) They can 1 t lose fd th fine 
products am attractive display.(E) Your store has trainEd personnel, I 
. . 
adequate space, and good merchandise. (E) Modern color display 1 there 
can be3no doubt, is your key to increased trade.(E) 
Why not let us prove what it can do/for your business,(E) 
~ 
Sincerely yours 1 (1. )..j) (165 Fords) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
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LETTERHBAD 
Hanson Rubber Canpany 1 Ltd. 
891 Lawrence Road 
Quebec, Canada 
Gentlemen: 
B' 
AprU 24, 19S8 
We have just been told that there is a new truck tire on the/ 
market which is safe, dependable, and durable, (E) Your company is/ 
. 
reported to be the maker of this tire, and we are interested/in 
reeeiving information about it. (E) 
1 John Crane, who is a loeal dealer in tine tires 1 assures us that 
your tire will meet our standards,(E) We/have been trying tor years, 
. ~ 
unfortunately without suecess, to find. a! superior tire; nevertheless 1 
we DNSt continue to cheek ever;r/lead because our trucks require the 
best tires we ean buy,(E) 
. 
We will use212 1000 tires of standard truck size in 19$9 and want 
a net price/or $42,80 (forty .. two dollars and eighty cents) per tire 
or less, (E) Because we feel that you might be/ able to meet our tire 
requirements, we ask that you submit bids and/specit.ications soon.(E) 
Give all details to Mr1 Ray Charles, the f'orESilan3o.r our maintenance 
section, no later than 4:30 in the afternoon/or~ )l.(E) 
. 
Sincerely 1 (1. 4) (165 Hord s) 
Note: In the original test letters 1 punctuation and spacing for punctuation were anitted. 
1.5'8 
LETTERHEAD 
C' 
April 24, 1958 
Mr. Ralph K. Grant, Sr. 
42.5' Walnut Avenue 
Springfield 12 1 Massachusetts 
Dear Mr. Grant: 
Your interest in our new television program, OUR/TOWN, is 
gratif'ying. (E) Many of your neighbors have also written/to us, {E) 
., 
May we assure you and the Soo,ooo other people in/this area who will 
watch the show that we are proud to present this1novel entertainment 
under the sponsorship of the Springfield News.(E)/ 
This program, which will bring local events right into your 
hane, will come to/you live and unrehearsed..(E) The sponsor's plans 
call for no advertising.(E)/ Doesn't this fact alone appeal to you?(E) 
Drop into your favori te2 a.nnchair and imagine this: OUR TOWN is 
bringing you a lively town/meeting; OUR TM is recording for you a 
holiday parade or a/high school game; OUR TOWN is permitting you to 
see history in the/making.(E) We believe people want more of this 
on-the-spot news than th~ have3had in the past ten years, and we 
will appreciate your writing us your/thoughts when you have seen the 
first few prograrns.(E) 
Sincerely, 
Note: In the original test letters 1 punctuation and spacing for 
punctuation were omitted. 
LEI'TERHEAD 
D 
April 24, 1958 
Rand Furniture Corporation 
85.5 Lansing Road 
Detroit 12 1 Michigan 
Gentlemen: 
159 
We have been considering for some time the advisability/of stoek-
ing your line of furniture in our store 1 (E) \le are most interested/in 
the living room, dining roCI!l1 and porch furniture which you manufacture, (E)/ 
.. . . 
Our competitor, Billings Furniture Supply, Inc., has had1great sueeess 
with your line.(E) Incidentally, if you sell to any/other stores in 
.. 
this city, we would appreciate your letting us know.(E)/ 
. 
\.Jill you please send to our Flint warehouse, as a trial order 1 
one dozen/No. 4.5 maple dining sets and one dozen No. 3752porch sets,(E) 
We believe the total cost of these ita~ts will be ~;,2, 025 .So ,I and you 
can plan on payment within ten days,(E) 
Can the order arrive/at our warehouse by 8:30 in the evening of 
June 6?(E) We plan/to include the sets in the grand opening of our 
new Flint store.(E) Space3has been left on the first floor to feature 
them in our modern home/ display. (El.· · 
Very truly yours 1 (1. 4) (16L '·T8n1.s) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
Harold L. Harris, Esq. 
Watennan, Ltd. 
Toronto 17, Canada 
Dear Sir: 
LETTERHEAD 
B 
April 24 I 1958 
160 
It was very fortunate that you secured a first.class seat on/the 
nine o 1 cloek flight from Hartford on April 10 in time to keep an/ appoint• 
ment in Toronto.(E) But we agree with you that it isn't easy/on the 
nerves to time one's arrival that elosely,(E) 
~ ~ 
You will understand.1 we feel sure, that when the weather is not 
" 
safe for air travel, the only/thing we can do is eaneel flights until 
the weather improves,{E) · We i\lllyjrealize what this means to ma1V 
passengers, and we try to place them/ on the first flights out as we 
did in the instance you mention,(E) 
We arJ enclosing a ~heck for $1 T to cover your hotel bill/ of 
April 9, the night you were delayed in Hartford. (E) It is not the/ 
" 
custom of the airlines to reimburse sueh expenses; nevertheless/ 
- . 
Mr. Sampson, who is the district manager of Northern Airlines,3believes-
it is the fair thing to do in this instance. ( E:) 
We look forward/ to serving you again.(E) 
Sincerely yours 1 (1. L) (16) cJ;)rcs) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
Mrs. Randolph A. Walsh 
45 Walnut Street 
LEI'TEBHEAD 
F 
April 24, 1958 
San Francisco 5, California 
Dear Mrs. Walsh: 
161 
It is a pleasure to inform you that the dividends/on the shares 
of stock which we hold in trust for you amount to ~~3,800/for the 
current quarter.(E) This sum has been credited to your account.(E)/ 
Following is a summary of the dividends paid during the quarter1 
on your husband's investments: New England Mills paid $8 a/share; 
United Rubber paid $5 a share; and King Steel, the stock/that sur-
prised us all, came through with a payment of $10 a share.(E)/ 
Hasn't it been interesting to see the changes that have taken 
place 2in these holdings since 1940?(E) Some of the little-known 
stocks have/climbed to the top over the years.(E) 
I suggest that you consider the/purchase of a few shares of 
Great Northern, Great Lakes Copper, or National/Groceries in the 
near future. (E) May I suggest that you write to Mr. 3aonald Clark, 
Assistant Treasurer, if you would like more information/on these 
stocks. (E) 
Cordially yours, (1. 4) (165 r .. ;ords) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
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LETTERHEAD 
Strawberry Hill Orchards 
599 Lakeview Avenue 
Winton, New Hampshire 
Gentlemen: 
D' 
April 24, 1958 
Several years ago we awned a chain of fruit stores in the/ eastern 
; 
part of Massachusetts. (E) We purchasid most of our apples 1 peaches ,I 
and pears fram your orchards and always found your fruit entirely 
satisfactory.(E)/ But we sold our stores to another campany1 United 
Fruitl EXchange, Inc., and retired.(W)·· 
As we have now decided to return/ to this line of business, we are 
again in the market for all/kinds of fruit. (E) Undoubtedly 1 we shall 
want to purchase from you.(E) Can you/supply us?(E) 
May we order, just to get started, five dozen boxes of2each of 
the twenty varieties of fruit you list in your current/folder.(E) 
; 
The order amounts to $1,400.75 according to/our figures, and pay.ment 
can be made on the same basis as before,(E)/ 
The fruit must be here in Boston by 7:30 on the morning of 3 
June 10 if we are to distribute it in time for the opening/ of our new 
markets. (E) 
Yours truly, (l.h) (165) 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
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LEI'TERHEAD 
E• 
April 24, 1958 
Mr. James L. Davis, Agent 
Milton Hanufacturing Canpa.ny, Inc. 
Hilltop Highway 
Norway, Maine 
Dear Mr. Davis: 
Your letter telling us that you received our recent/shipment of 
high-fidelity radio parts in generally/good condition is appreciated.(S) 
Don't hesitate to tell us when/any part of a shipment is damaged 
whether through the carrier•s1error or our own.(E) 
Because of the fragile nature of the items/involved, it is almost 
a certainty, it seems, that some of them will be/damaged no matter 
how carefully we pack them. (E) We know what a/delay in replacement 
can mean to you, so we maintain a small stock of2all items in branches 
all over the country,(E) 
Our branch in Bangor/has 3uBt been instructed to send you six 
No. 8 radio tubes ,/the part that was damaged, (E) We hope that all 
future shipments will reach you in/perfect condition; however, it is 
" 
well for you to know that you may3wri te directly to our Bangor brareh, 
which is located at 10 Ames Street,/if the need should ever arise.(E) 
Yours sincerely, (1.4) (1A7 Horc's) 
Note: In the original test letters, punctuation and spacing for 
punctuntion were ami tted._ 
LETI'ERHEAD 
Mr. George K. Henderson 
220 Main Street 
St. Paul 12, Minnesota 
Dear Hr. Henderson: 
F' 
April 24, 1958 
164 
Your coverage for bodily injury hasjbeen increased to ~20,000 for 
-
each person and $40,000/for each accident as you requested in our 
brief talk the other day.{E)/ Your new policy was mailed to you today.~o(E) 
The three ~ints covered1in our talk were these: bodily injury 
-
should be maintained at a/ma.ximumj collision insurance, which was 
once a luxury, is now/a necessityj fire and theft are optional under 
this state's present/laws.(E) Have you thought about adding a colliM 
sion rider to your2policy?{E) Most people who own high-priced cars 
wouldn't drive ten miles without it.{E)/ 
Will you please ask your secretaiJr to call Hrs. Grace Hale, Office; 
Manager, to give her the motor number, body type, and model ofjyour 
car.(E) Thlll'e is a. slight queation as to the accuracy of our3records 
on these three items.(E) 
I plan to be in your city June 9 and/hope you can join me at 
lunch at the Hotel Bond. (E) (1.4) (lc3 Fords) 
CordiP.lly, : 
Note: In the original test letters, punctuation and spacing for 
punctuation were omitted. 
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APPENDIX K 
ADDRESSES USED IN ORA.LLY DICTATED TEST 
Letter 
A 
B 
c 
A' 
B' 
C' 
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ADDRESSES TO BE USED IN ORALLY DICTATED TEST 
*Address 
Mr. Ralph K. Jones, Manager 
Broadway Hardware Company, Inc. 
19 Marble Terrace 
Milton 28, Ohio 
Martin and Company, Ltd. 
19 Grant Terrace 
Montreal, Canada 
Mrs. Charles w. Hanson, Jr. 
93 Main Street 
Lee 17, Massachusetts 
Mrs. Martin P. Carter, Treasurer 
Carter Department Store, Inc. 
833 Winchester Road 
Hamilton 12, Kentucky 
Hanson Rubber Company, Ltd. 
891 Lawrence Road 
Quebec, Canada 
Mr. Ralph K. Grant, Sr. 
425 Walnut Avenue 
Springfield 12, Massachusetts 
*Punctuation omitted in address sheets used in test 
Letter 
D 
E 
F 
D' 
E' 
F' 
ADDRESSES TO BE USED IN ORALLY DICTATED TEST 
*Address 
Rand Furniture Corporation 
855 Lansing Road 
Detroit 12, Michigan 
Harold L. Sarris, Esq. 
Waterman, Ltd. 
Toronto 17, Canada 
Mrs. Randolph A. Walsh 
45 Walnut Street 
San Francisco 5, California 
Strawberry Hill Orchards 
599 Lakeview Avenue 
Winton, New Hampshire 
Mr. James L. Davis, Agent 
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Milton Manufacturing Company, Inc. 
Hilltop Highway 
Norway, Maine 
Mr. George K. Henderson 
220 Main Street 
St. Paul 12, Minnesota 
*Punctuation omitted in address sheets used in test 
APPENDIX L 
ADMINISTRATIVE INSTRUCTIONS AND TlM.E SCHEDULE 
USED W1TH PUNCTUATION TEST 
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Instructions for Punctuation Test 
This test is composed of six pages, lettered A, B, c, A', B1 , C' or 
D, E, F, D', E1 , F'. Check your set now. Then write your name inthe 
upper left-hand corner of each page. 
Double spacing and indented paragraphs are used in each letter for con-
venience only. The arrangement does not represent an accepted form for 
this length of letter. 
Use the red pencil which has been provided to indicate clearly all 
appropriate marks of punctuation for all parts of each letter, from the 
date to the complimentary close, inclusive. No word needs to be changed. 
If any mark is made in error, erase the mark. 
Note that (E) is used to indicate the end of a sentence. Wherever this 
(E) appears, use appropriate end-of-sentence punctuation. Do NOT use 
end-of-sentence punctuation in any other instance. Classify all words 
falling between one (E) and the next (E) as one complete sentence. Use 
internal punctuation (punctuation within a sentence) where necessary. 
Work carefully but steadily. Ib not waste time on any one item. If 
you have time remaining at the end of the test, you may return to any 
part. You will have fifteeen (15) minutes to complete the six-letter 
test. 
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Instructions for Transcription Test 
This test is composed of six letters of medium length. You should have 
in your folder six pages of shorthand notes, lettered A, B, c, A•, B', C' 
or D, E, F, D', E', F'. Check your set now. You should also have six 
sheets of letterhead paper and one page of addresses. Check to see that 
you have these items available. 
The six letters will be dictated to you by tape recorder at the rate of 
50 words a minute. As each letter is dictated, you may have the appro-
priate page of shorthand notes before you. You should take each letter 
completely in shorthand. However, you may choose between writing your 
notes above the lines of shorthand notes on the appropriate page or 
taking the dictation in the notebook provided. One short sample letter 
will be dictated first by the tape recorder in order that you may become 
accustomed to the dictation. This letter will NOT be transcribed. 
Upon completion of the dictation, transcribe the six test letters in 
order carefully but steadily. ])) not rush, but do not waste time trying 
to figure out an outline. Refer to the shorthand plate notes provided 
whenever you wish. If you still are unable to transcribe an outline, 
raise your hand for assistance. 
Original copy only is required. No carbon copies are necessa~. Type 
the date of each letter fourteen (14) lines from the top of the page. 
Leave five lines between the date and the inside address. Single-space 
the boqy of the letter. For elite type, use two-inch margins (24 spaces) 
on left and right sides. For pica type, use one and one-half inches (15 spaces) as the margins on left and right sides. No typing is required 
beyond the complimentary close. Do NOT erase errors. ])) NOT use a 
dictiona~. 
Note that (E) is used in the shorthand notes to indicate the end of a sen-
tence. In the dictation, the words ''END SENTENCE" will be given to 
indicate the end of a sentence. Wherever the (E) appears (or the words 
"END SENTENCE" are dictated), use apPropriate end-of-sentence punctuation. 
Do NOT use end-of-sentence punctuation in any other instance. Use internal 
punctuation (punctuation within a sentence) where necessary. 
After you have finished a letter, proofread it and CIRCLE all errors. 
Punctuation Which has been omitted through error may be inserted with pen 
or pencil. Spelling m~ be corrected with pen or pencil. Place a question 
mark OVER any word the spelling of 1mich you question. 
Right nmv, type your name in the upper right-hand corner of each of the 
six letterhead pa.ges. 
Time Allowed 
(In Minutes) 
5 
5 
15 
2 
3 
Time Allowed 
(In Minutes) 
10 
25 
70 
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TINE SCHEDULE FOR TEST AIMINISTRATION 
Written Form 
Cumulative Time 
(In Minutes) 
5 
10 
25 
27 
30 
Test Activity 
Preliminary instructions and connnents 
Passing out written form of test and 
going over specific instructions 
Completion of written form of test 
Collecting of written form of test 
Rest period 
Oral Form 
Cumulative Time 
(In Minutes) 
10 
35 
105 
110 
Test Activity 
Passing out folders containing supplies 
for orally Qtctated form of test and 
going over specific instructions 
Dictation of sample letter and six test 
letters for orally dictated form of 
test 
Transcription by students of six test 
letters 
Collection of test materials for orally 
dicta ted form of test 
APPENDIX M 
FIFTY-FIVE PUBLIC HIGH SCHOOLS IN FIFTY-THREE CITIES AND TOWNS IN EASTERN MASSACHUSETI'TS 
CONSIDERED FOR SELECTION FOR TEST ADMINISTRATION 
Town or City Population County Town or City Population County 
Andover 12,437 Essex Milton 22,395 Norfolk 
Arlington 44,353 Middlesex *Natick 19,838 Middlesex 
Attleboro 23,809 Bristol *Needham 16,313 Norfolk 
Belmont 27,381 Middlesex Newburyport 14,111 Essex 
*Beverly 28,884 Essex *Newton 79,994 Middlesex 
Billerica 11,101 Middlesex No. Attleboro 12,416 Bristol 
Braintree 23,161 Norfolk Norwood 16,636 Norfolk 
Brockton 62,86o Plymouth *Peabody 22,645 Essex 
*Brookline 57,589 Norfolk Quincy 83,835 Norfolk 
Cambridge 120,740 Middlesex *Center 
Chelsea 38,912 Suffolk *North 
Danvers 15,720 Essex Reading 14,oo6 Middlesex 
*Dedham 18,487 Norfolk Revere 36,763 Suffolk 
Everett 45,982 Middlesex *Salem 39,880 Essex 
Framingham 28,086 Middlesex Saugus 17,612 Essex 
*lloucester 25,167 Essex ~erville 102,351 Middlesex 
Haverhill 47,280 Essex Stoneham 13,229 Middlesex 
Lawrence 80,536 Essex Stoughton 11,146 Norfolk 
Lexington 17,335 Middlesex Swampscott 11,580 Essex 
Lowell 97,249 Middlesex Taunton 40,109 Bristol 
Lynn 99,738 Essex Wakefield 19,633 Middlesex 
Classical *Waltham 47,187 Middlesex 
English Watertown 37,329 Middlesex 
Malden 59,804 Middlesex Wellesley 20,549 Norfolk 
Marblehead 13,765 Essex Weymouth 32,690 Norfolk 
Marlborough 15,756 Middlesex Winchester 15,509 Middlesex 
Medford 66,113 Middlesex *Winthrop 19,496 Suffolk 
Melrose 26,988 Middlesex Woburn 20,492 Middlesex 
Methuen 24,477 Essex 
*Schools selected for test administration 
1-' 
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APPENDIX N 
LETTER. TO HIGH SCHOOL PRINCIPALS REQUESTING INFORMATION ON ENROLLMENT 
OOSTON UNIVERSITY 
College of Business Administration 
685 Commonwealth Avenue 
Boston, Massachusetts 
Date 
To High School Principals in Eastern Massachusetts: 
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Will you do a fellow educator a good turn? I believe it will take only a 
few minutes of your time, but it would help me a great deal in the prepara-
tion of my doctoral thesis. 
Can you give me the information requested below? If so, will you please 
fill in the figures requested (a close approximation will be satisfactory 
if you do not have the exact figures at hand) and return the form to me in 
the enclosed self-addressed, stamped envelope. 
Your courtes.r will be very much appreciated. 
Sincerely, 
Ibnald G. Stather, Chairman 
Division of Secretarial Studies 
• • • • • • • • • • • • Please tear off here • • • • • • • • • • • • • • • 
Name of town or city ____________ _ Date 
----------------
a. What is the total enrollment in your high school (sophomore, 
---- junior, and senior years only)? 
b. What is the total enrollment in your high school college 
---- preparatory program (sophomore, junior, and senior years only)? 
c. How many students in your high school may be classified as 
---- "stenographic trainees"--studerrts taking beginning or advanced 
shorthand as vocational training (sophomore, junior, and senior 
years only)? 
Please write any explanatory notes below if necessary: 
APPENDIX 0 
RELATIVE RANKS OF FIFrY RESPONDING SCHOOLS IN (1) PERCENTAGE RELATIONSHIP OF 
STENOGRAPHIC STUDENTS TO COLLEGE PREPARATORY STUDENTS AND (2) PERCENTAGE RELATIONSHIP OF 
STEIDGRAPHIC STUDENTS TO TOTAL SCHOOL ENROLLMENT 
Stenographic Coll. Prep. Total School 
Percentage Relationship Percentage RelationShip 
High School Enrollment Enrollment Enrollment 
Stenographic to College Stenographic to Total 
Percentage Rank Percentage Rank 
(1) {2) ( 3) -{11) It;) C?t (7) (8)-
Andover 38 320 567 11.8 11.0 6.7 14.0 
Arlington 136 690 1,487 19.7 21.0 9.1 26.0 
Attleboro 101 436 860 23.1 30.0 11.7 33.0 
Belmont 44 590 962 7.4 5.0 4.5 5.5 
Beverly 70 611 1,130 11.4 10.0 6.1 10.5 
Billerica 109 220 575 49.5 48.0 18.9 48.0 
Braintree 90 320 1,276 28.1 35.0 7.0 15.5 
Brockton 107 821 2,347 13.0 13.0 4.5 5.5 
Brookline 65 800 1,722 8.1 8.o 3.7 1.5 
Cambridge 238 480 1,603 49.5 48.0 14.8 42.5 
Chelsea 85 420 1,040 20.2 22.5 8.1 19.5 
Danvers b1 238 550 17.2 16.0 7.h 17.0 
Dedham 75 Ul8 835 17.9 17.0 8.7 22.5 
Everett 220 559 1,296 39.3 43.0 16.9 47.0 
Gloucester 90 420 1,024 21.4 26.0 8.7 22.5 
Haverhill 166 542 1,138 30.6 37.5 14.5 41.0 
Lexington 52 750 980 6.9 3.0 5.3 8.o 
Lynn Classical 1.50 300 1,050 5o.o .50.0 14.2 39.2 
Malden 1.50 490 1, 773 30.6 37.5 8.4 21.0 
Marblehead 30 490 700 6.1 1.0 4.2 3.0 
Marlborough 73 184 443 39.6 44.5 16.h 46.0 
Medford 375 900 1,912 41.6 46.o 19.6 50.0 
Melrose 70 897 1,101 7.8 7.0 6.3 12.0 
Methuen 72 356 814 20.2 22.5 8.8 24.0 
Milton .,., 556 898 9.8 9.0 6.1 10.5 
..... 
(X) 
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APPENDIX 0 (Concluded) 
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Stem graphic Coli. Prep. Total School , Percentage Relationship Percentage Relationshi] High School Enrollment Enrollment Enrollment Stenographic to College Stenographic to Total 
.p 
Percentage Rank Percentage Rank 
-
(1) {2) (3) {4) {5) ' (6) (7) (8) 
' 
Natick 40 566 1,063 7.0 4.0 3.7 1.5 
Needham 143 780 1,041 18.3 18.5 13.7 38.0 
NeWburyport Co 315 624 19.0 20.0 9.6 28.0 
Newton 331 2,350 3,157 14.0 15.0 10.4 29.0 
North AttJ.eboro 72 288 538 25.0 32.0 13.3 37.0 
North Quincy 107 504 1,175 21.2 2,5.0 19.1 26.0 
Norwood 55 300 823 18.3 18.5 6.6 13.0 
Peabody 101 255 834 39.6 44.5 12.1 34.5 Quincy 194 7LO 1,750 26.2 34.0 11.0 31.0 
Reading 90 4.30 782 20.9 24.0 n.5 32.0 
Revere 170 700 1,400 24.2 31.0 12.1 34.5 
Salem 171 345 882 49.5 48.0 19.3 49.0 
Saugus 116 536 712 21.6 27.0 16.2 45.0 
Somerville 170 754 2,114 22.5 28.5 8.0 18.0 
Stoughton 88 253 588 34.7 Iu..5 14.8 44.0 
Swampscott 28 365 545 7.6 6.0 5.1. 7.0 
Taunton 80 318 1,128 25.1 33.0 7.0 15.5 
wakefield 150 464 1,010 32.3 40.0 14.8 42.5 
Waltham 190 6o9 1,208 31.1 39.0 9.1 26.0 
vlatertown 120 532 1,124 22.5 28.5 10.6 30.0 
Wellesley 41 65o 930 6.3 2.0 4.4 4.0 
Weymouth 267 769 2,030 34.7 Iu.5 13.1 36.0 
Winchester 70 598 854 13.3 14.0 8.1 19.5 
Winthrop 100 359 701 28.5 36.0 14.2 39.5 
Woburn 51 420 905 12.1 12.0 5.6 9.0 
1-' 
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APPENDIX P 
ERROR ANALYSIS CHART USED TO RECORD E-li.RORS HADE BY 
HIGH SCHOOL STUDENTS IN PUNCTUATION TEST 
POPULATION 
----
p Rule 
• 
Declarative 
• 
Courteous request 
• 
Abbreviation 
-----
• Money 
? Question 
I 
I Series 
: 
J Appositive 
J Date 
Title . J 
J Inverted dep. cl. 
J Parenthetical 
J Coord. cl./conj. 
J Introductory 
' 
Nonrestrictive 
-
, Figures 
-
, Comp. close 
, Inc./Ltd. 
J Address 
; Coord. cr./nO conJ. 
: Following setup 
~ Time 
• Salutation . . 
-
Compound adjective 
I Contraction 
' 
Possessive 
-
A B c A' B' c• 
-
lo.-
-
D E F 
SCHOOL. ______ _ 
D' E' F' 
I 
I 
I 
' 
' 
1-' 
\0 
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APPENDIX Q 
SCORE SHEET USED TO RECORD SCORES OF HIGH SCHOOL STUDENTS 
IN PUNCTUATION TEST 
192 
POPULATION NUNBERS THIS PAGE SCHOOL 
-- ----
-----------------
~est No. v A B c A' B' c• D E F D' ~ E' F' Tot. 
! 
i 
. 
' 
• 
:! 
APPENDIX R 
IT:Bl-1 DIFFICULTY FOR EACH BATTERY AND FOR EACH TECHNIQUE OF PRESENTATION BASED UPON 200 TEST P.APERS PER BATTERY 
*Difficulty *Difficulty *Difficulty *Difficulty *Difficulty 
Item Rule p Rule Batt. I Written Batt. I Oral Batt. II Written Batt. II Oral Batt. I & II 
P-1 (200) P-2 (200) P-2 (200) P-1 (200) Total (400) 
(1) (2) (3) (4) (5) (6) (7) (8) (9) 
1 1 • Declarative, imperative 99.84 100.00 99.17 99.75 99.69 
2 2 • Courteous request 78.00 69.50 81.75 76.13 76.35 
3 4 • Abbreviation, initials 99.80 99.21 99.75 99.88 99.66 
~. 6 • Sums of money 100.00 100.00 99.75 100.00 99.94 
5 7 ? Direct question 82.25 65.88 70.38 79.75 74.57 
6 11 , Series of words, phrases 82.50 73.63 so.63 80.63 81.85 
7 14 , Appositive 83.13 82.13 84.13 81.88 82.82 
8 16 , Address 100.00 98.84 100.00 99.h2 99.57 
9 17 , Date 100.00 100.00 100.00 100.00 100.00 
10 18 , Title following name 87.88 80.50 87.63 85.50 85.38 
11 19 , Inverted dependent clause 93.00 15.15 90.63 75.63 83.75 
12 20 , Parenthetical 80.50 58.15 Bo.oo 58.63 69.h7 
13 21 , Coord. clauses, conjunc. 67.38 55.88 66.?5 59.38 62.35 
~ 
*Percentage estimate of item difficulty 
APPENDIX R (Concluded) 
~~ -
-
: *Difficulty *Difficulty *Difficulty *Difficulty *Difficulty 
Item Rule p Rule Batt. I Written Batt. I Oral Batt. II Written Batt. II Oral Batt. I & II 
P-1 (200) P-2 (200) P-2 (200) P-1 (200) Total (400) 
(1) (2) (3) {4) (S) (6) (7) {8) (9) -
14 27 
' 
Introductory 90.75 89.75 89.50 88.38 89.60 
15 28 , Nonrestrictive clause 69.50 61.38 69.63 63.38 65.97 
16 34 
' 
Figures 91.50 61.25 96.00 70.75 79.88 
17 37 
' 
Complimentary close 99.50 99.25 99.42 99.h2 99.40 
18 42 
' 
Inc., Ltd. 69.63 43.13 72.75 55.63 60.29 
19 48 . Coord. clauses, oo conj • 49.25 45.00 55.25 44.U8 48.60 , 
20 56 : Before enumeration 55.50 49.00 59.00 52.00 53.88 
21 57 . Units of time 99.25 97.75 100.00 98.00 98.75 • 
22 58 : Salutation 99.59 99.34 99.50 99.84 99.57 
23 69 
-
Compound adjective 26.88 8.25 32.75 23.00 22.72 
24 76 I Contraction 99.50 89.13 97.88 96.25 95.69 
25 77-79 I Possessive 52.00 21.63 58.00 50.13 45.44 
*Percentage estimate of item difficulty 
...... 
~ 
APPENDIX S 
DISSERTATION ABSTRACT 
DISSERTATION ABSTRACT 
OF 
THE APPLICATION OF THE RULES OF PUNCTUATION IN 
TYPICAL BUSINESS CORRESPONDENCE 
By 
Donald G. Stather 
(B.S. in Ed,, Salem State Teachers College, 19,8) 
(Ed,M,, Boston University, 1940) 
(Ed.D., Boston University, l960) 
Statement of the Problem 
196 
The major purposes of this study were to determine which of the many 
rulee of punetuation are eammonly applied in modern business correspond. 
enee and to determine the degree of accuracy with whieh student·stenogra• 
phers punetuate eorrespondenee presented in written form for eorrection 
and in oral form for transcription. 
Summary of Procedures 
1. A list of ninety-nine punetuation rules was prepared as a basis for 
eorrespondenee analysis. 
2, Over 120,000 running words of business correspondence in seventeen 
business firms were analyzed to reeord all possible applications of 
punctuation rules. 
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3. Punctuation rules and letter types were listed in order of frequena,y of 
occurrence. 
4. A two~attery punctuation test eamposed of twelve business letters was 
prepared. 
5. A preliminary test administration was used to determine the Spearman 
rank-difference reliability coefficient. 
6. The test was administered to 400 senior stenographic students, divided 
into two equal population groups, in fourteen selected public high 
schools to determine relative performance on written and oral forms. 
Oral and written techniques of presentation and order of presentation 
were alternated by battery in administration to the two populations. 
7. Means, standard deviations, reliability coefficients (split-test method 
corrected by the Spearman-Brown prophecy formula), critical ratios of 
mean score differences, item validity, and item difficulty were calcu-
lated.on the basis of punctuation test scores. 
B. The findings resulting from the application of statistical procedures 
were analyzed and interpreted. 
Summary of Findings 
1. Fifty-four of the ninety-nine rules occurred one or more times in the 
correspondence analyzed. 
2. The twenty-seven rules selected for use in the punctuation test 
represented 97 percent of all punctuation marks used in the correspond-
ence. 
3. The Spearman rank-difference correlation coefficient, correlating the 
scores of thirty students on Battery I, written form, with the scores 
of the same students on Battery II, written form, was +.89. 
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4. The reliability coefficients obtained by use of the split-test method, 
corrected by the Spearman-Brown prophecy formula, were +.85 for the 
written form of Battery I, +.80 for the oral form of Battery I, +.88 
for the written form of Battery II, and +.94 for the oral form of 
Battery II. 
5. Item analysis revealed that sixteen of the twenty-five i terns in Battery I 
(64 percent) and seventeen of the twenty-five items in Battery II (68 
percent) met the criterion of discrimination on the total test score at 
the 1 percent level of significance. The criterion of acceptance or 
rejection was consistent for similar items in Battery I and Battery II 
in twenty-four of the twenty-five items. 
6. Student scores on the punctuation test ranged from a low of 64 to a 
high of 119. Maximum possible score on the test was 120. 
?. Critical ratios of differences in mean scores were as follows: 
a. Battery I, written form, versus Battery I, oral form: 9.06. 
Battery II, written form, versus Battery II, oral form: 5.38. 
Mean scores on written forms of both batteries were significantly 
higher than on oral forms. 
b. Battery I, written form, presented first, versus Battery II, written 
form, presented last: 1.68. The difference in mean scores was not 
significant. 
c. Battery I, oral form, presented first, versus Battery II, oral form, 
presented last: 4.04. The mean score on the oral form presented 
last was significantly higher. 
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8. An item difficulty analysis of the twenty-five test items, using all 
400 test papers, revealed a range in percentage of items correctly 
handled from 100 percent to 22 • 72 percent. 
Conclusions and Recommendations 
1. Approximately half of the commonly recognized rules of punctuation are 
used in modern business correspondence. Approximately one quarter are 
in common use. 
2. Students did not have as much success in punctuating when transcribing 
from shorthand (oral form) as the,y had when punctuating written material 
presented for correction (written form). 
J. Order of presentation of written and oral forms of the test was a signifi-
cant factor. Students performed better on the orally dictated form when 
it followed the written form. 
4. The punctuation test prepared in this study is useful as a diagnostic 
test and as an achievement test. 
5. Teachers in schools, in colleges, and in business, and authors of 
instructional materials may use the findings of this study to ·improve 
the training of office workers in the punctuating of business correspond-
ence. 
